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Preface _ 


Student-Oriented 
Features Continued 
in the Fourth 
Edition 


AAA 


New Student- 
Oriented Features 
Enriching the 
Fourth Edition 


The fourth edition of Essential Study Skills— a text appropriate for all postsec- 
ondary students interested in learning effective study strategies and especially 
helpful for returning adults and underprepared students—presents innovative 
new features, a regrouping of chapter content, and new instructional content 
and strategies. This new organization lays the foundation for and allows the 
development of metacognition, the process of using knowledge about one’s own 
memory system and learning strategies to tackle intellectual tasks. The 
metacognitive approach used throughout the fourth edition enables students to 
assume responsibility for their own learning and to realize that academic suc- 
cess is a product of skills and behaviors they can acquire, customize, and effec- 
tively implement. In addition to the step-by-step approach, encouraging tone, 
clear rationales, and versatile exercises of previous editions, the new features 
and the revisions of the fourth edition provide a greater array of practical strate- 
gies and exercises. This worktext approach will bring students not only higher 
grades and a more thorough learning of information, but, ultimately, it will 
bring increased confidence, self-esteem, and empowerment. 


M@ The Quick Start Checklist at the beginning of the textbook presents essen- 
tial study skills that students can implement at the beginning of the term to 
familiarize themselves with registration, campus resources, computer 
access, textbook organization, syllabi, and other successful study strategies. 


§ Chapter visual mappings use a graphic form to show the main headings in 
each chapter. 

@ Chapter profiles provide students with a self-correcting tool to assess their 
current attitudes and behaviors. To show progress and changes made 
through the course of the term, students complete the profiles again at the 
end of the term. Students record their scores on the Master Profile Chart 
located in Appendix A. 

® Boxed information provides students with highlights of key points to use 
while previewing, reading, and reviewing the chapter for tests. 

™ Ample exercises provide guided practice in applying the skills of the chap- 
ter whether in class, in small groups, with partners, or as individual home- 
work assignments. 

@ LINKS exercises connect content in the chapter to skills, concepts, and 
excerpts presented in previous chapters. 

@ Chapter summaries review the main points in succinct lists that students 
can use when previewing and reviewing a chapter. 

™ Review questions at the end of the chapter assess students’ understanding 
and application of the chapter content. 


@ Terms to Know listed on the opening page of each chapter help students 
easily identify the key terms that they will need to learn in the chapter. 


B® Three Reflection Writing Assignments provide students with the opportu- 
nity to personalize the chapter content and integrate the chapter's skills with 
other study skills. The first Reflection Writing provides instructors with 


New Chapter 
Content 


Unit I 
Understanding How 
You Process and 
Learn 


PREFACE 


information about the students’ profile scores and current skill levels related 
to the chapter content. The second Reflection Writing shows students’ 
understanding and application of the chapter content to their personal expe- 
riences and approach to studying. The third Reflection Writing, which pro- 
motes critical thinking and integration of strategies and concepts presented 
in the chapter, serves as a culminating assignment. The Instructor's 
Resource Manual provides suggestions for assigning one, two, or three writ- 
ing assignments, as well as for using the assignments in portfolio projects. 


H Photographs in each chapter are accompanied by discussion questions that 
integrate the content of the chapter with real-life situations and applications. 


—& Group Processing—A Collaborative Learning Activity in each chapter 
provides a small-group activity that enhances student interest; creates a 
forum for student interaction through brainstorming, discussion, and coop- 
erative work; and promotes critical thinking skills. 


@ Learning Options at the end of each chapter offer students the opportunity 
to demonstrate their understanding of the content and skills in the chapter 
by selecting an assessment activity that capitalizes on their learning prefer- 
ences, motivates or interests them, and allows them to express their ideas 
creatively. The Instructor's Resource Manual includes options for using 
these Learning Options in one or more chapters. 


@ The web site activities for the fourth edition provide interactive practice 
tests and exercises that can be scored online or emailed to the instructor. 
Instructors can use the exercises and links for course assignments or as part 
of an online course. Students may also access the web site on their own to 
complete the exercises for enrichment and review for tests. 


@ The Personal Insights form located in Appendix B reflects the metacogni- 
tive approach used throughout this textbook. Personal Insights provides stu- 
dents with a form to summarize and integrate the various learning styles, 
patterns, and preferences they have identified as part of their individualized 
approach to learning. 


Chapter revisions of content and exercises, the repositioning and combining of 
topics from the third edition, and the addition of new content for learning 
styles, time management, goal setting, listening and notetaking, reading com- 
prehension and critical thinking, and test taking provide students with addi- 
tional strategies to incorporate into their strategies for success. New topics in 
the fourth edition include strategies for decreasing stress and procrastination, 
reading and notetaking skills for math, surveying textbooks and articles, and 
Bloom’s Taxonomy for levels of questioning. 


Unit I provides students with a fundamental understanding of their learning 
styles or preferences and knowledge about learning and memory systems. 
Chapters 1 and 2, which lay a strong foundation on which students can build 
solid study skills, provide the rationale for the learning strategies presented 
throughout this textbook. The metacognitive approach and pedagogy woven 
into the fourth edition of Essential Study Skills support contemporary theories 
of learning and views on student success. 


Chapter 1 Discovering Your Learning Style 


Three Cognitive Learning Styles, Learning Styles Inventory, Learning Strat- 
egies, Howard Gardner’s Multiple Intelligences 


New for this chapter: Global/Linear Learners with an inventory, Structured, 
Interactive, and Independent Learners 
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Unit Il 
Preparing Yourself 
for Optimal 

Learning 


Unit O01 
Developing 
Effective Texthook 


ANI AN 


Chapter 2 Processing Information into Your Memory System 
The Information Processing Model, Twelve Principles of Memory 


New for this chapter: Introduction on the use of visual mappings 


Unit II now includes four chapters that provide students with the skills neces- 
sary to become effective, self-motivated, independent, and successful students. 
Instructors who prefer to begin the term by addressing self-management, orga- 
nizational, affective domain, and personal improvement skills may want to 
reverse the order of presentation by working with Unit II before Unit I. 


Chapter 3 Managing Your Time 
Balancing Your Life, Pie of Life, Creating a Weekly Schedule, Applying Time- 
Management Skills 


New for this chapter: Discussion of four kinds of schedules: term, weekly, 
daily, and task schedules 


Chapter 4 Setting Goals 
Kinds of Goals, Four-Step Approach for Writing Goals, Goal-Setting Tech- 
niques, Combining Goal Setting and Time Management 


New for this chapter: Reasons Some People Do Not Set Goals; Five-Year and 
Two-Year Goals; Using a Goal Organizer; Types of Summary Notes to Use ina 
Five-Day Study Plan 


Chapter 5 Increasing Concentration; Decreasing Stress and Pro- 
crastination 

Physical Stage for Concentration, Mental Stage for Concentration, Con- 
centration Strategies 


New for this chapter: Techniques to Decrease Stress; Techniques to 
Decrease Procrastination; Choosing a Healthy Lifestyle; Introduction on 
Creating Comparison Charts 


Chapter 6 Boosting Your Memory and Preparing for Tests 
Five Theories of Forgetting, Five-Day Study Plan, Summary Notes, Test- 
Preparation Skills, Dealing with Test Anxiety 


New for this chapter: Mnemonics to Boost Memory; Writing Practice 
Questions Using Bloom’s Taxonomy 


Unit III combines reading skills from the third edition and presents these skills 
in two chapters rather than three. Instructors who used the third edition will 
notice that no content from the third edition has been deleted; instead, it has 
been shifted to other chapters. Unit III introduces students to an array of read- 
ing skills and strategies that will strengthen their reading comprehension and 
increase their ability to learn textbook information. 


Chapter 7 Using a Reading System 
Surveying a Chapter, the SQ4R Reading System 


New for this chapter: Surveying a Textbook; Surveying an Article; Reading 
Math Textbooks; Recording (Notetaking) on Index Cards; Recording 
(Notetaking) in the Margins 


Chapter 8 Strengthening Comprehension and Critical Thinking Skills 
Third edition comprehension strategies moved to this chapter include under- 
standing what you read (comprehension strategies): using definition, word 


Unit IV 

Using Effective 
Notetaking 
Techniques 

Ee Va UE SESS 


Unit V 
Strengthening Your 
Test-Taking Skills 


EASES eS 


eis Use 


PREFACE 


structure, and context clues; substituting words; identifying main ideas; iden- 
tifying organizational patterns; highlighting and marking (annotating) the text- 
book; making marginal notes; and writing summaries. 


New for this chapter: Active Reading and Thinking; Verbalizing and 
Visualizing, Converting Words to Pictures 


Unit IV prepares students for a variety of notetaking situations and notetaking 
options. The content from the third edition appears in a similar format in the 
fourth edition; the fourth edition includes new excerpts and assessment forms. 


Chapter 9 Creating Cornell Notes for Textbooks 
Preparing for Notetaking, Using the Five R’s of Cornell, Combining Cornell and 
SOQ4R 


New for this chapter: New Notetaking Assessment Form; Exercise on 
Taking Cornell Notes for Math 


Chapter 10 Listening and Taking Lecture Notes 

Understanding Listening Skills, Strengthening Listening Skills, Using the 
Cornell System for Lecture Notes, Techniques for Recording and Organizing 
Information, Finding Solutions to Notetaking Problems 


New for this chapter: Steps in the Listening Process; Listening Inventory; 
Taking Lecture Notes in Math Classes; New Notetaking Assessment Form 


Chapter 11 Using a Variety of Notetaking Systems 
Using Visual Notetaking (Visual Mappings, Hierarchies), Creating Comparison 
Charts 


New for this chapter: Tailoring Your Approach to Learning, Creating 
Formal Outlines, Creating Three-Column Notes 


Unit V now consists of two chapters for test-taking skills that focus on perform- 
ing well on test day by using effective strategies for objective, short-answer, 
math, and essay tests. The test-preparation and test anxiety topics in the third 
edition now appear in Chapter 6 of the fourth edition. 


Chapter 12 Developing Strategies for Objective Tests 

Performing Well on Tests, Using Four Levels of Response, Taking Objective 
Tests (True-False, Multiple Choice, Matching), Using Educated Guessing, 
Taking Computerized Tests 


Chapter 13 Developing Strategies for Recall, Math, and Essay Tests 
Answering Recall Questions (Fill-in-the-Blank, Listing, Definition, and Short 
Answer), Strategies for Different Kinds of Essay Tests, Direction Words, 
Writing Practice Answers for Essay Questions, Essay Writing Tips 


New for this chapter: Taking Math Tests; Six Types of Test-Taking Errors; 
RSTUV Problem-Solving Method; Identifying Themes for Essay Questions 


Appendix A—Chapter Profiles consists of the Master Profile Chart to use at 
the beginning and the end of the term and the Profile Answer Key. 


Appendix B—Useful Forms consists of a Learning Option Assessment Form, 
a Class Schedule Form, a Weekly Time-Management Form, a Goal Organizer, 
and a Personal Insights Form to use at the end of the term. 
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Instructor’s Essential Study Skills, Fourth Edition, is accompanied by an Instructor's 
Resource Manual Resource Manual, which provides teaching tips, answer keys for textbook exer- 
n=  CiSes, answer keys for chapter review questions, enrichment activities, and mas- 
ters for making overhead transparencies in a chapter-by-chapter format. 
Additional excerpts from a variety of college textbooks are included to use for 
textbook reading, notetaking, or test-taking practice. 
To facilitate the use of the Instructor’s Resource Manual, the following revi- 
sions and additions have been incorporated into the fourth edition: 


4 @ Suggestions for using Reflection Writing Assignments, the Learning Options 
‘ at the end of each chapter, and the web site exercises and links for this 
textbook 


@ Suggestions for creating portfolio projects 
@ A reorganization that places the material for each chapter in its own section 


@ A convenient list with textbook pages for reading assignments, student exer- 
cises and activities, Reflection Writing Assignments, and chapter review 
questions for reference when making lesson plans 


Web Site The fourth edition of Essential Study Skills includes a comprehensive web site 
ACRE EAN HON that can be used for course assignments, in online courses, or by students for 
enrichment. An icon appears throughout the textbook to indicate compan- 
ion exercises, online response forms for students to use, or related links. Online 
applications for each chapter include such features as Chapter Profiles, which 
will be scored online; text boxes for Reflective Writing Assignments, Case 
Studies, and other activities, that allow students to email their responses to the 
instructor; ACE practice tests and exercises that provide students with feedback 
and their scores; and links to a multitude of other web sites with related topics, 
exercises, or articles. 

Optional unit tests that assess students’ retention and integration of mate- 
rial across the chapters for Unit I (Chapters 1 and 2), Unit II (Chapters 3-6), 
Unit III (Chapters 7 and 8), Unit IV (Chapters 9-11), and Unit V (Chapters 12 
and 13) can be found on the Instructor’s web site. The Instructor’s web site also 
provides you with a test bank of cbjective test questions that you may use to 
construct customized tests, modify existing tests, or create original midterm 
exams or final exams. 


Power Point Slides Power Point slides are available for each chapter to assist in classroom instruc- 
tion online through the Essential Study Skills, Fourth Edition, instructor’s web 
site. To access the web site, go to http://college.hmco.com/collegesurvival/ 
instructor. Select Wong, Essential Study Skills, 4e, from the drop-down menu 
of Student Success/Study Skills texts. 


Optional Resources to Wha talel tel LLU UAL Os 
‘\ oN AN iN Ax 


The College Our week-at-a-glance College Survival Student Planner includes a “Survival 
Survival Student Kit” of helpful success tips. 
Planner 


Myers-Briggs Type This widely used personality inventory determines preferences of four scales: 


Indicator (MBTI®) Extraversion-Introversion, Sensing-Intuitive, Thinking-Feeling, and Judging- 
Instrument Perceiving. Qualified schools may purchase this inventory; MBTI and Myers- 


ooo Briggs Type Indicator are registered trademarks of Consulting Psychologists 
Press; lc. 


Xiv 


Retention 
Management 
System College 
Student Inventory 


Correspondence 


Consulting and Support Services 


PREFACE 


The Noel Levitz College Student Inventory identifies students with tendencies 
that contribute to dropping out of school. This instrument works with campus 
advisors as an early-alert intervention program. 

For more information on including these products with your order of 


mtr: ,e_-_|: Essential Study Skills, contact your College Survival consultant (1-800-528-8323) 


or your local Houghton Mifflin Sales Representative, or visit the Instructor 
Section of this textbook’s web site. 


Linda Wong, the author of Essential Study Skills, welcomes the opportunity to 
discuss the use of Essential Study Skills with you. Visit the instructor web site 
for this textbook to locate her email address. 


Expert conultants are available to provide your campus with training programs 
and materials for designing, implementing, and administering student success 
and first-year courses. Contact us at 1-800-528-8323 or visit us on the web at 
http://college.hmco.com/instructors. 
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To the Student z 


Essential Study Skills is designed to provide you with skills that will unlock your 
learning potential. By consistently using the skills presented in this book, you 
will learn information more thoroughly and remember it more easily. This sec- 
tion tells you how to get the most out of Essential Study Skills. 


How to Start the Term 


As soon as you purchase your book (and read this), read the Quick Start 
Checklist section preceding the text chapters. As you complete each task 
designed to prepare you for an excellent start to the term, check off the item. 
Continue through the checklist until you complete all the items. 


/ 


How to Start Each Chapter oe 


1. Read the paragraph on the first page for a glimpse of the skills you will 
learn in the chapter. 

2. Study the visual mapping on the first page of the chapter. This mapping is 
a picture form of the main headings or topics in the chapter. 

3. Read through the Terms to Know to familiarize yourself with the chapter 
vocabulary. 

4. Answer the chapter profile questions on the second page of the chapter 
honestly. This will not be graded; it will be used to show your current atti- 
tude, habits, and knowledge of skills that will be presented in the chapter. 
If you prefer, you can complete the profile online at the web site for this 
textbook. 


5. Score your profile by counting the number of your answers that match the 
answer key on page A3 in Appendix A. If you complete the profile online, 
you will receive your score automatically. Then chart your score on the 
Master Profile Chart on page A2 in Appendix A. 


6. Complete the Reflection 1 Writing Assignment—even if your instructor 
does not assign it. 

7. Prepare your mind for the content of each chapter by surveying the chapter 
before you begin the careful reading. Survey, or preview, the chapter by 
HB reading the headings and subheadings. 

reading the highlighted boxed information. 

noticing the key words in bold blue print. 

reading the chapter summary. 

reading the chapter review questions. 


8. Begin the process of thorough, accurate reading. Read one paragraph at a 
time and think about what you have read. Your goal should not be to race 
through the chapter reading quickly; fast reading is not a reading approach 
that will lead to comprehension or retention of the information. 


XV 


xvi 


Visual Mapping 


OMIT 


Introductory 
Paragraph 


iia 


Terms to Know 


Reflective Writing 
Assignments 


Exercises 


be 


Boxed Information 


LA 


Companion Web 
Activities 


cS 


a 


How to Use the Special Features in the Chapter 


TO THE STUDENT 


This overview shows the “big picture” of the chapter, that is, the most important 
information or ideas that develop the overall topic of the chapter. The chapter 
title is in the center of the mapping; the chapter headings branch out from the 
title beginning at the “11:00 position” and move clockwise. 


The introductory paragraph on the opening page of each chapter reflects the 
main points that appear on the chapter mapping. Reading the paragraph care- 
fully helps you formulate a “big picture” of the topics you will be studying in the 
chapter. 


The list of terms on the opening page of each chapter introduce you to the 
vocabulary you will need to learn to define. As you survey and later read the 
chapter, note that the Zerms to Know appear in bold blue print throughout the 
chapter. 


Three Reflective Writing Assignments appear in each chapter. Your instructor 
may assign one, two, or all three writing assignments as individual assignments 
or entries in a journal, or as a portfolio project (larger-scale assignment). If your 
instructor does not use the Reflective Writing Assignments, you have the option 
of writing responses for your own records and your own benefit. The Reflective 
Writing Assignments are designed to promote interest, strengthen critical 
thinking skills, and assist you in personalizing the content of the chapter. 


This textbook contains a wide variety of exercises to practice the skills and tech- 
niques presented in the chapter and to integrate the new skills with previously 
learned skills. Your instructor might not assign all of the exercises, so pay close 
attention to the assignments given in class. Work carefully and thoughtfully to 
complete each exercise. Remember, your work should reflect the quality of 
work that you are capable of producing, so allot sufficient time to complete the 
assignments. For practice and personal enrichment, you can complete on your 
own any of the exercises not assigned by your instructor. 


As you preview, read, and review, pay special attention to the boxes throughout 
each chapter. Read each box carefully; then read the text following, which dis- 
cusses each point in detail. Review the boxes when you prepare for tests. 


The web page icon (B)) used throughout each chapter indicates companion 
activities and exercises that are online for Essential Study Skills, Fourth 
Edition. When accessing the Internet and conducting web searches, realize that 
“surfing the web” can be very time consuming. Set a limit for yourself so you 
do not consume an excessive amount of time on the Internet. Bookmark the 
following web site for quick access; then click on the chapter you are studying. 
Go to http://college.hmco.com/collegesurvival/students and select Wong, 


Essential Study Skills, 4e, from the drop-down menu of student success/study 
skills titles. 


For a brief list of key points in the chapter, turn to the summary. Read it when 
you preview, and again after you have read the chapter thoroughly. Practice 
expanding the summary’s points by adding additional details you have learned 
about each point. Use the summaries as review tools to prepare for tests. 


¢ 
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Learning Options 


Review Questio 
pea DSA SA nak nea 


General Recommendations 


Learning Options provide an alternative form of assessment to show how well 
you understand the concepts and skills in the chapter and how effectively you 
can apply them in new ways. Learning Options add excitement to the learning 
process, for you are able to express your understanding in ways other than writ- 
ten or computerized tests. Learning Options may be used by your instructor in 
a variety of ways: he or she may assign a specific option, allow you to select the 
option that is most appealing to you, or require you to complete a given number 
of Learning Options through the course of the term. Follow your instructor’s 
directions for using the Learning Options at the end of each chapter. 


The questions at the end of the chapter will help you check how well you have 
learned and applied the chapter's study skills. You should be able to complete 
the questions without looking back at the chapter or your notes. Be sure to read 
the directions carefully before answering the questions. Additional practice 
tests are available online at this textbook’s web site. 


1. Strive to complete your reading and assignments on time. You can gain a 
sense of being organized, progressing, and being in control of the learning 
process if you finish your work on time. 


2. Have an open mind that is willing to try new strategies for learning. Many 
of the strategies you used in previous years are perhaps not the most effi- 
cient or effective. This is your opportunity to discover the excitement, cre- 
ativity, and benefits of learning new ways to process academic information. 


3. See this course as an opportunity to work hard, apply yourself, and push to 
work closer to your true potential. Your rewards will be a greater sense of 
accomplishment, confidence, empowerment, and success. You will learn 
valuable skills that will become your individualized approach to learning. 


Your goal is not to learn about study skills; your goal is to learn to use pow- 
erful study skills consistently to enable you to accomplish other goals and 
achieve success. Learning, after all, is a lifelong process. Each time you are 
faced with a new learning situation—whether at school, at home, or at work— 
you can draw upon the skills you have learned in this book. Apply the skills 
of goal setting, time management, concentration, processing information, 
strengthening memory, and acquiring new knowledge to any new task at hand. 
You will be prepared to experience the rewards of success .. . again and again 
and again. 


Linda Wong 
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Quick Start Checklist for the First Week of Classes 


J Register for your classes before the term begins. 


© Obtain a printout of your classes. 


0 Become familiar with the campus and the locations of key depart- 
ments, services, and facilities. 


If campus tours are not available, use a campus map to explore the campus 
and its facilities. Take time to locate the following areas: 


1. Your classrooms and closest restrooms 7. Library 


2. Most convenient parking areas 8. Computer labs 
or bus stops 9. Bookstore 

3. Financial Aid office 10. Tutoring centers 

4. Career Counseling, Counseling/ 11. Student Activities/Student 
Advising offices Government 


5. Student Records or Registrar's office 12 
6. Student Health 


. Cafeteria 


© Inquire how to access computer labs, an email account, and the 
Internet. 


1 Visit the library. 


Learn the procedures for locating and checking out materials, the hours the 
library is open, and the availability of library orientation workshops. 


© Organize your notebooks. 


Use dividers to set up a three-ring notebook with sections for each of your 
classes. If you need to use more than one notebook, consider a notebook for 
the MWF classes and another for the T/Th classes. In each section of your 
notebook, organize the following materials: 


1. Your weekly schedule of classes (See the Class Schedule form in Appendix 
B.) 

2. The course syllabus (which is an outline of the class and the require- 
ments) 

3. A list of names and phone numbers of other students in class whom you 
may want to call to discuss homework assignments or meet for a study 
group 

4. Allof your class notes, handouts, and completed assignments arranged in 
chronological order 


Create a term-long calendar. 


Locate a month-by-month planner or use a regular calendar to record all 
scheduled tests, midterms, due dates for projects, study-group meetings, 
conferences, and final exams. Begin by carefully examining each course syl- 
labus for important test dates, project dates, and final exam dates. Also, refer 
to your college calendar for the term for additional dates of importance (hol- 
idays, last day to change grade options or drop courses, and special college 
events). Keep the monthly calendar in the front of your notebook. Plan to 
update it throughout the term. 
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© Decide ona system to use to record all homework assignments. 


Select an easy-to-use system for recording your homework assignments. 
While some instructors provide students with daily assignment sheets, most 
do not. The system you select should provide you with a list of tasks or 
assignments that need to be done. 

One system that works effectively is to title a sheet of notebook paper 
“Assignments.” Place this Assignments page in the front of each section of 
your notebook. Use this page every time an assignment is given. Write the 
date the assignment is given, the specific assignment, the date it is due, and 
a place to check that the assignment is done. Your assignment sheet will look 
like this: 


Assignment 


10/3 Read pages 110-125 


x 
Do odd-numbered problems on 2.8 
Di Deh Sete Sais 

10/5 Study for quiz on Chapter 3 10/7 a 


A second system involves using a commercial daily or weekly planner 
that has enough room for you to write assignments and their due dates. 
Check off the assignments as you complete them. A week in your weekly 
planner would show the assignments on the days they were given. 

You can create your own weekly planner page using unlined notebook 
paper. Make six columns (one for each school day of the week and one to list 
your classes) and enough rows to show all of your classes. Each time an 
assignment is given, write the assignment on your planner page. 
Assignments can be checked off after they are completed. Your weekly plan- 
ner page would look like this: 


classes Thurs. Fri. 


a 
be 


writing 


| theater 


| psych. 


0 Become familiar with your textbooks by surveying each textbook. 


Before you begin attending classes, get a head start by surveying your text- 
books. Surveying a textbook involves becoming familiar with the features of 
the book by previewing or looking through specific sections in the textbook 
before you begin reading. Surveying, which often takes fifteen minutes to 
half an hour per book, will enable you to use the book more effectively and 
more efficiently throughout the entire term. Take time to complete the fol- 
lowing six steps to survey your textbooks. 


Step 1: Look at the title page, copyright page, and table of contents in the 
front of the book. 
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Step 2: Locate and read the introductory information. This section may 


also be labeled Preface, To the Teacher, or To the Student. This intro- 
ductory material often provides valuable background information 
on the book and the author and clarifies the book’s purpose. 


Step 3: Look in the back of the book for an appendix. An appendix provides 


you with supplementary materials that were not included in the 
chapters. You may find answer keys to exercises; additional exer- 
cises; practice tests; additional readings; frequently used charts, 
formulas, or theorems; maps; or lengthier documents (such as the 
Bill of Rights). 


Step 4: Look to see if the textbook has a glossary (a mini-dictionary that 


defines key terms used in the textbook). 


Step 5: Look to see if your textbook has a section in the back of the book 


titled References or Bibliography. This section provides you with the 
names of authors and the books, magazines, or articles that were 
used by the author as sources of information. This list of references 
can also be used if you wish to research a topic further. 


Step 6: The last step of surveying is to locate the index in the back of the 


book. The index is an alphabetical listing of subjects used through- 
out the textbook. An index can be used to quickly locate page num- 
bers when you want to 

1. review a specific topic that was discussed in class. 

2. locate a topic for a class assignment or discussion. 

3. review specific information for a topic for an essay. 
4. 


clarify information written in your notes. 


© Show up the first day of class ready to learn. 


Many students know that the term begins more smoothly when they are in 
class the first day and are ready to work. This is the day that the syllabus is 
usually discussed, introductions are made, and class expectations are 
explained. The following suggestions can help you get off to a good start: 


1. 
Zs 


Be on time. 

Sit toward the front of the classroom rather than “hiding” in the back row. 
You will be able to see better, will concentrate more easily, and will show 
you are interested in the course. 

Come prepared with your notebook, paper, pencils, pens, the textbook, 
and any other materials that you might need. 

Be friendly! Show others that you are approachable and willing to be a 
part of the group. Your friendliness can help set a positive tone in the 
classroom. 


. Plan to listen carefully and be attentive. 


Use a highlighter to highlight important information discussed on the 
syllabus. 


. Plan to take notes. Later in the term, you will learn an effective notetaking 


system. For now, the format you use for notes is not as important as the 
habit of writing down information as it is presented. Your notes should 
also include a record of your homework assignments. 


O Make a commitment to dedicate sufficient time each week to studying. 


One of the most common mistakes students make involves allocation 
of time. Time on task, or time devoted to studying, is highly correlated to 
academic success. Students who spend too little time reading, studying, 


XXii 


QUICK START CHECKLIST FOR THE FIRST WEEK OF CLASSLS 


memorizing, and applying information in a variety of ways often struggle 
with the process of learning. In addition to completing reading assignments, 
written work, papers, and problems, you should dedicate some time each 
week to reviewing information that has been covered. Time management will 
be covered later in the term, but for now, you can use a time-management 
technique called the 2:/ ratio. For most or all of your classes that involve text- 
book reading assignments and written work, plan to study two hours for 
every one hour in class. Therefore, if one of your classes meets for three hours 
a week, plan to study six hours a week for that class. The six hours of study 
time can be spread throughout the week. You can use your weekly planner or 
schedule to identify the total hours you plan to study during the week for each 
of your classes. Your classes and study blocks for each class can be planned on 
the chart in Appendix B, page A7. 


Plan to ask questions about the class, the expectations, and the 
assignments. 


Becoming an active learner is important. Be willing to show your interest by 
asking questions in class. Most instructors are very willing to expand direc- 
tions or give further explanations about classroom or textbook topics. 
Student questions also help promote interesting classroom discussions. 


Monitor your stress levels. 


Some stress is normal. Normal stress is manageable and can even be a moti- 
vator. New or unfamiliar situations are commonly linked to feelings of self- 
doubt, lower confidence levels, and lower self-esteem. These feelings are part 
of the “learning cycle” and weaken or dwindle as you gain familiarity with 
and “settle in” to the new routine, expectations, and tasks to be completed. 
Chapter 5 introduces you to a variety of concentration, relaxation, and 
stress-reduction techniques that will assist you in keeping your stress at a 
comfortable, manageable level. In addition, this course itself will reduce 
stress levels as you gain skills and confidence by learning strategies designed 
to strengthen your ability to do well academically. 

Stressors, or occurrences in the process of life that cause stress, can 
occur unexpectedly. Most colleges or universities have counselors, support 
groups, workshops, or courses that can help individuals with stress reduc- 
tion and with periods of transition. Schedule a time with a counselor to 
explore the resources and options available on your campus. 
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Discovering and 
Using Your 
Learning Styles 


Three Cognitive 
Learning Styles 


i 


Multiple 
Intelligences 


Discovering and 
Using Your 
Learning Styles 


Multisensory 
Learning Strategies 


Structured, Linear and 
Interactive, Global Learners 
and Independent 


Learning Preferences 


Understanding your individual style of learning can help you become a more effective 
learner. In this chapter, you will determine whether you prefer using your visual, audi- 
tory, or kinesthetic modality to learn information. You will become familiar with a wide 
range of multisensory strategies to use when studying. After completing two short 
inventories, you will discover whether you are a linear or global learner, and whether 
you are a structured, interactive, or independent learner. Finally, you will learn about 
the eight intelligences. Through this process of learning more about yourself as a 
learner, you will quickly discover that you already have many skills and abilities that 
will contribute to your college success. 


_ Cuaprer 


Terms to Know 


cognitive learning 
styles 

learning modalities 

learning style 
preference 

visual learner 

auditory learner 

kinesthetic learner 

multisensory learning 
strategies 

brain dominance 
theory 

linear learner 


global learner 


structured learner 
interactive learner 
independent learner 
Theory of Multiple 
Intelligences 
subintelligences 
verbal/linguistic 
intelligence 
musical intelligence 
logical-mathematical 
intelligence 
visual-spatial 
intelligence 
bodily-kinesthetic 
intelligence 
intrapersonal 
intelligence 
interpersonal 
intelligence 
naturalist intelligence 


2 UNIT ONE Understanding How You Process and Learn 


CuHaAPTER 1 Learning Styles Profile 


ANN 


DO the following profile. Answer each question honestly to show your current 
attitudes and study habits. Your answers should reflect what you do, not what 
you wish to do. Check YES if you do the statement always or most of the time. 
Check NO if you do this seldom or never. 

SCORE the profile. Compare your answers to the answer key on page A3. 
Star your answers that are the same as the answer key. Count the stars. This is 
your score. 

RECORD your score on the Master Profile Chart on page A2 in the column 
that shows the chapter number. 

ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


1. Iam aware of my learning style preference as a visual, auditory, or kines- 
thetic learner. 


2. Ican describe four or more learning strategies that can be effective for each 
learning preference: visual, auditory, and kinesthetic. 


3. [know how to use multisensory learning strategies when I study. 
4. Tusea consistent method of studying for all of my courses. 


5. I usually study new information in a straightforward manner without 
spending time making creative study or review tools. 


6. I know whether my thinking and listening patterns reflect global learning 
or linear learning. 


7. I use one of these learning preferences consistently for all of my classes: 
structured learning, interactive learning, or independent learning. 


8. I know how to use a multisensory approach to learning. 


9. I recognize which of Howard Gardner's eight intelligences are strongest in 
me. 


10. I use study strategies that capitalize on my different learning styles and 
preferences. 


Reflection Writing 1 


On a separate piece of paper or in a journal, do the following: 


YES NO 


CHAPTER 1 


1. Discuss your profile score for this chapter. What was your score? What does it mean 


to you? 


2. Describe in general terms how you tend to proceed when learning something new. 
How do you begin to tackle the new task? What approaches do you use to work your 
way through the new learning process? What learning techniques generally work 
best for you? Your responses should reflect what you already know about yourself 


as a learner. 
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alba soviet De Styles 


Learning is an individualized process; different educational and background 
experiences, personality traits, levels of motivation, and numerous other vari- 
ables affect the way you learn. The term cognitive refers to thinking and rea- 
soning processes, so cognitive learning styles refers to the general way people 
prefer to problem solve and to process, learn, and remember new information. 
Three commonly recognized learning styles (also called learning modalities) 
are visual, auditory, and kinesthetic. You can lay a strong foundation for learn- 
ing thoroughly and effectively when you understand your preferred learning 
style and select study strategies that capitalize on your learning preferences and 
personal strengths. 


Before you acquire too much information about learning styles that may affect 
the way you answer the Learning Styles Inventory, complete the following 
inventory by reading each statement carefully. Check YES if the statement 
relates to you all or most of the time. Check NO if the statement seldom or never 
relates to you. There is no in-between, so you must check YES or NO. Your first, 
quick response to the question is usually the best response to use. 


YES NO 


. [like to listen and discuss work with a partner. 


I could likely learn or review information effectively by hearing my own 


voice on tape. 


I prefer to learn something new by reading about it. 


. Loften write down directions someone gives so I do not forget them. 


. Lam easily able to visualize or picture things in my mind. 


. [learn best when someone talks or explains something to me. 


. Lenjoy physical sports and exercise. 


. Ilearn best when I can see new information in picture or diagram form. 


I usually write things down so that I can look back at them later. 


. I am aware of the rhythm or the individual syllables of multisyllablic 


words when I hear them in conversations or music. 


. [have a good memory for the words and melodies of old songs. 


I like to participate in small-group discussions. 


I often remember the sizes, shapes, and colors of objects when they are 


no longer in sight. 


I often repeat out loud verbal directions that someone gives me. 


. Lenjoy working with my hands. 


. IT can remember the faces of actors, settings, and other visual details of 
movies I have seen. 


I often use my hands and body movements when explaining something 


to someone else. 


I prefer standing up and working on a chalkboard or flip chart to sitting 


down and working on paper. 


L often seem to learn better if I can get up and move around while I study. 


ll: 


ye 
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. Twould need pictures or diagrams to help me with each step of the process 


to assemble something, such as a bike. 


. [remember objects better when I have touched them or worked with them. 
. Ilearn best by watching someone else first. 

. Itap my fingers or my hands a lot while I am seated. 

. Ispeak a foreign language. 

. Lenjoy building things. 

. Ican follow the plot of a story on the radio. 

. Lenjoy repairing things at home. 

. Ican understand information when I hear it on tape. 

. [am good at using machines or tools. 

. I find sitting still for very long difficult. 

. Lenjoy acting or doing pantomimes. 

. Ican easily see patterns in designs. 

. Ineed frequent breaks to move around. 

. [like to recite or write poetry. 

. Ican usually understand people with different accents. 

. Ican hear many different pitches or melodies in music. 

. Llike to dance and create new movements or steps. 

. Lenjoy activities that require physical coordination. 

. I follow written directions better than oral ones. 

. Ican easily recognize differences between similar sounds. 
. [like to create or use jingles/rhymes to learn things. 

. I wish more classes had hands-on experiences. 

. Ican quickly tell if two geometric shapes are identical. 

. The things I remember best are the things I have seen in print or pictures. 
. I follow oral directions better than written ones. 


. I could learn the names of fifteen medical instruments more easily if I 


could touch and examine them. 


. Loften need to say things aloud to myself to remember them later. 
. Ican look at a shape and copy it correctly on paper. 
. Ican usually read a map without difficulty. 


. Ican “hear” a person's exact words and tone of voice days after he or she 


has spoken to me. 


I remember directions best when someone gives me landmarks, such as 
specific buildings and trees. 


I have a good eye for colors and color combinations. 


YES 


NO 
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YES NO 


53. [like to paint, draw, or make sculptures. 


54. Ican vividly picture the details of a meaningful past experience. 


Scoring Your Profile 


1. Ignore the NO answers. Work only with the questions that have a YES answer. 


2? For every YES answer, look at the number of the question. Find the number in the following chart and 


circle that number. 


When you finish, not all the numbers in the following boxes will be circled. Your answers will very 
likely not match anyone else’s. 


Count the number of circles for the Visual box and write the total on the line. Do the same for the 
Auditory box and Kinesthetic box. 


Visual Auditory Kinesthetic 


10, Listy ED, 13; LZ; 18, 19; 
26, Zo, lezls IR 2D; 24; Zo) 
40, 41, | 30, 31; 39) ey 38, 
42, 46, 53 


otaleee Shi Mar ye Totals eis at Total: 


Analyzing Your Scores 


1 
De 
3: 


The highest score indicates your preference. The lowest score indicates your weakest modality. 
If your two highest scores are the same or very close, both of these modalities may be your preference. 


If all three of your scores are identical, you have truly integrated all three modalities and can work 
equally well in any of the modalities. 


Scores that are 10 or higher indicate the modalities you use frequently. 


Scores that are lower than 10 indicate the modalities that you use infrequently or not at all. For modal- 
ities with scores lower than 10, examine possible reasons for these scores. 


¢ Do you have a physical or neurological impairment (such as a learning disability) that makes using 
this modality difficult or impossible? For students who have physical or neurological impairments, 
strategies that capitalize on other strengths and academic accommodations provided by their col- 
leges provide effective learning options. 

¢ Do you have limited experience with or training in ways to use different modalities when you work 
or study? For the majority of students who have learning modality scores below 10, the low scores 
are due to limited experience or training using different modalities. 

¢ Learning and using multisensory strategies can strengthen your ability to use the three cognitive 
modalities more comfortably and effectively. 


Learning Style The Learning Style Inventory indicates your learning style preference. This 
Preferences basically means that you would tend to use the cognitive learning style or 
—io ,£:;£e modality with the highest score when you have a choice of how to learn or 


process new information. For example, if you are in a work situation and your 
employer asks you to learn a new process on a computer or the operation of a 
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new piece of equipment, you would learn most comfortably if you used your 
strongest modality. A visual learner may prefer to read the manual or learn 
from pictures, charts, or graphs. An auditory learner may prefer to be told how 
the new process or equipment works. A kinesthetic learner may prefer to be 
shown how the process or piece of equipment works and then be given an 
opportunity to try each step during the training session. 


Cognitive Learning Style Preferences 


4 Visual learners learn and remember best by seeing and visualizing 
_ information. — : 
- 2. Auditory learners learn and remember best by hearing information. 
_ 3. Kinesthetic learners learn and remember best by using large and small body 
movements and hands-on experiences. 


As an adult, you have most likely developed a preference for one modality over 
the others, but can probably use all three modalities if needed. This has not 
always been the case. Children often begin by experimenting with all three 
modalities but favor one specific modality. Children who are strongly drawn to 
books, pictures, colors, shapes, and animation show a visual modality prefer- 
ence. Young children who are nonstop talkers, who continuously ask questions, 
and who frequently sing or recite nursery rhymes show an auditory preference. 
Children who actively explore their surroundings, have difficulty sitting still 
(often run, jump, hop, and roll around), and enjoy taking things apart and 
working with their hands show a kinesthetic modality preference. As children 
mature, expectations of them change; as they enter the educational system, 
they begin working with all three cognitive modalities on a more regular basis. 
Integration of all three modalities occurs over the years, thus enabling 
teenagers and adults to function in a variety of situations using a combination 
of the cognitive learning modalities. 

Because the process of learning is a highly individualized process, it is not 
surprising to find differences among adults in terms of how they process and 
learn new information. For a variety of reasons, some adults have difficulty 
learning or functioning effectively in one or two of the modalities. The follow- 
ing examples demonstrate differences in adult learners: 


1. Patrice had a low score in the visual category of the Learning Styles 
Inventory. She has more than average difficulty reading a map or following 
a set of directions drawn in the form of diagrams or pictures. She has diffi- 
culty interpreting charts and diagrams in her textbooks. She lacks the spa- 
tial skills necessary to understand information in pictorial forms. 


2. Mandy had a low score in the auditory category of the Learning Styles 
Inventory. She has problems following and comprehending lectures. The 
information gets scrambled, and she finds following the sequence of ideas 
difficult. Mandy does not have a hearing loss, but she does have an auditory 
processing disability. The auditory signals do not travel clearly to her brain, 
where the information needs to be interpreted and processed. 


3. Ralph had a low score in the kinesthetic category. He readily admits that he 
has always had poor coordination skills. He finds detailed work that 
requires the use of his hands difficult to complete to his satisfaction. He has 
poor—sometimes almost illegible—handwriting. In his science lab, he 


feels as though he is “all thumbs” and that his finished products look imma- 
ture and incomplete. 
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Each of the preceding examples shows outcomes of specific situations in which 
students try to complete tasks that use their weakest modality. Each of these 
students should strive to learn new strategies to strengthen his or her weakest 
modality; when given a choice, however, students can choose to process infor- 
mation using their modality strengths. Patrice could participate in discussion 
groups or work with a tutor to verbalize the meaning of graphic material. 
Mandy could request accommodations for her lecture class; perhaps the lec- 
tures could be taped on a recorder with variable speeds so she could slow them 
down and listen to them later, or perhaps a classmate could provide her with 
copies of lecture notes. She could also request copies of overheads used by the 
instructor. Ralph could use a computer for his written assignments and elicit 
the help of another classmate or tutor to help him break down the steps and 
work more slowly and carefully on any hands-on projects. 

Fortunately, the ability to strengthen and integrate the visual, auditory, and 
kinesthetic modalities increases with age and experience. In this book you will 
learn to use a wide variety of strategies to help you with the process of learning. 
Strive to use strategies that capitalize on your learning preferences, but be will- 
ing to experiment with strategies that involve your weaker learning modalities. 
Strive to become more comfortable and confident working outside your learn- 
ing preference. Experiment with ways to process information and complete 
tasks by using a multisensory approach involving a combination of two or 
three modalities. A strategy that would use all three modalities would involve 
seeing, saying, and moving, either through full body movement or hands-on 
experience. The goal is to strengthen and utilize all three modalities effectively 
so that you can function comfortably and successfully in any situation and with 
any kind of task. 


Group Processing: Form groups of three or four students. Complete the following directions. 


A Collaborative 
Learning Activity 


1. On the top of a large piece of paper, ask each student in the group to write 
his or her visual, auditory, and kinesthetic scores from the Learning Styles 
Inventory. Do not attach names next to the scores. 


2. Discuss the following questions: 

a. Are any of the scores identical? Very seldom will you find another per- 
son in your group or in your entire class who has a score identical to 
yours. 

b. Why do you think it is unusual to find identical scores in an entire class 
of students? 


3. Create a chart with three columns. Label the columns visual, auditory, and 
kinesthetic. As a group, brainstorm different learning strategies or “things 
you can do when you study” that capitalize on each of the learning modal- 
ities. Use your own experiences and ideas for study strategies on the chart; 
do not refer to your textbook. You may use the following examples to begin 
your chart. 


Group scores: 


Use colored pens 
to highlight 


Kinesthetic 


Talk out loud to study Make wall charts to 


review 
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Common The following chart shows common characteristics of each of the three types of 
Characteristics of learners or learning styles. A person does not necessarily possess abilities or 
Visual, Auditory, strengths in all of the characteristics but may instead “specialize” in some of the 
and Kinesthetic characteristics. Some of this may be due to a person's educational or personal 
Learners background. For example, an auditory learner may be strong in the area of lan- 


guage skills but may not have had the experience to develop skills with a foreign 
language or music. 


Common Characteristics 


Learn best by seeing information 

Can easily recall information in the form of numbers, words, phrases, or sentences 

Can easily understand and recall information presented in pictures, charts, or diagrams 

Have strong visualization skills and can look up (often up to the left) and “see” information 
Can make “movies in their minds” of information they are reading 

Have strong visual-spatial skills that involve sizes, shapes, textures, angles, and dimensions 
Pay close attention and learn to interpret body language (facial expressions, eyes, stance) 
Have a keen awareness of aesthetics, the beauty of the physical environment, and visual media 


Visual 


Learn best by hearing information 

Can accurately remember details of information heard in conversations or lectures 

Have strong language skills that include well-developed vocabularies and appreciation of words 
Have strong oral communication skills that enable them to carry on conversations and be 
articulate 

Have “finely tuned ears” and may find learning a foreign language relatively easy 

Hear tones, rhythms, and notes of music and often have exceptional musical talents 


Auditory 


Learn best by using their hands (“hands-on” learning) or by full body movement 

Learn best by doing 

Learn well in activities that involve performing (athletes, actors, dancers) 

Work well with their hands in areas such as repair work, sculpting, art, or working with tools 
Are well coordinated, with a strong sense of timing and body movements 

Often wiggle, tap their feet, or move their legs when they sit 

Often have been labelled “hyperactive” 


Kinesthetic 


ory Learning Strategies 


Multisens 
ee FNS 


Now that you are aware of your own learning 
style, you can begin to select learning strate- 
gies that work with your strengths. In the fol- 
lowing chart you will find a wide array of 
learning strategies to try; the majority of 
your strategies will likely come from your 
area of strength. However, a valuable goal to 
set for yourself is to strive to integrate all of 
the modalities into your learning process; 
therefore, try using several of the strategies 
for your weaker modalities as well. As you 
will also notice, some learning strategies will 
incorporate more than one modality. 
Multisensory learning strategies have the 
capability of strengthening your memory 
even more. 


PS 


mits ees - Migs. nS iia Ps he 
Does this learning strategy work with your strengths? 
Consider trying it out before you make a decision. 
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Visual 


Auditory 
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Multisensory Learning Strategies That Utilize Modalities 


Create stronger visual memories of printed materials by highlighting important ideas with 
different colored highlighters or by highlighting specific letters in spelling words or formulas or 
equations in math. 


Take time to visualize pictures, charts, graphs, or printed information, and take time to practice 
recalling visual memories when you study. 


i awe ; ; 
Create “movies in your mind” of information that you read; use your visual memory as a 
television screen with the information moving across the screen. 


Use visual study tools such as visual mappings, hierarchies, and comparison charts to represent 
information you are studying. Expand chapter mappings or create your own chapter mappings 
to review main ideas and important details in chapters. Add colors and/or shapes or pictures. 
(Visual study tools are discussed in Chapter 11.) 


Enhance your notes, flash cards, or any other study tools by adding colors and pictures (sketches, 
cartoons, stick figures). 


Color code study tools. (Different colors imprint into memory more easily for some students.) 
Colors can be used to accentuate specific parts of textbooks, notes, or any written materials you 
work with or have created. 


Copy information in your own handwriting if seeing information on paper in your own 
handwriting helps you learn and remember more easily. Practice visualizing what you write. 


Use your keen observational skills to observe people and pick up on clues they may give about 
important information, emotions, or their general state of being. 


Always be prepared with a pen and notepaper (or a small notepad) to write down information or 
directions. (Written information is easier to recall more accurately.) 


Talk out loud to explain new information, express your ideas, practice information you are 
studying, or paraphrase another speaker. 

Recite frequently while you study. Reciting involves speaking out loud in complete sentences and 
in your own words. 

Read out loud. (Reading out loud often increases a person’s comprehension or clarifies confusing 
information that has been read silently.) 


Work with tutors, with a “study buddy,” or in a study group to have ample opportunity to ask 
questions, articulate answers, and express your understanding of information orally. 


For lectures, take your own notes, but back up your notes with a tape-recorded version of the 
lecture. (Request approval first from the instructor.) Review only the parts of the lecture that are 
unclear or confusing. 

When you practice reciting your notes, flash cards, study tools or information from a textbook, 
turn on a tape recorder. Tapes made in your own voice often become valuable review tools. 
Verbally explain information or processes to someone or to an imaginary person. Explaining 
verbally provides immediate feedback of your level of understanding. 

Make review tapes to review the most important information (rules, definitions, formulas, lists of 
information, dates, or other factual information) prior to a test. 


Create rhymes, jingles, or songs to help you remember specific facts. 

Read confusing information using exaggerated expression. The natural rhythm and patterns of 
your voice often group information in such a way that it becomes easier to understand. 

Use computerized technology (electronic spell checkers, calculators with a “voice,” speech 
synthesizers on computers) to help with the learning process. Access multimedia software and 
CD-ROM programs that provide auditory and visual stimuli for learning. 


(continued) 


W 


Kinesthetic 
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Handle objects, tools, or machinery that you are trying to learn. For example, handle the rocks 
you study in geology, repeat applications several times on a computer, or hold and use tools or 
parts of machinery that are discussed in class or in your textbook. 


Create manipulatives (study tools that you can move around with your hands). These may 
include flash cards or index cards that can be shuffled, spread out, sorted, or stacked as a way to 
categorize information. 


Cut charts or diagrams apart; reassemble them in their correct order. 


Use exaggerated movements and hand expressions, drama, dance, pantomime, or role playing to 
assist the development of long-term memory. Muscles also hold memory, so involving movement 
in the learning process creates muscle memory. 


Type or use a word processor. Using a keyboard involves fine motor skills and muscle memory; it 
may be easier to remember information that you type or enter into a computer. 


Talk and walk as you recite or practice information. Pacing or walking with study materials in 
hand helps some people process information more naturally. 


Work at a chalkboard, with a flip chart, or on large poster paper to create study tools. List, draw, 
practice, or write information while you stand up and work on a larger surface. 


Learn by doing. Use every possible opportunity to move as you study. For example, if you are 
studying perimeters in math, tape off an area of a room and walk the perimeter. 


SS Exercise 1.1 Personalizing the Charts 


1. Return to the chart of common characteristics of visual, auditory, and kinesthetic learners (page 8). 


Highlight the characteristics in each category that you think accurately describe you. Most likely you 
will highlight several characteristics in each modality. List the characteristics below. 


2. Return to the chart showing learning strategies that utilize modalities (pages 9-10). Highlight visual, 


auditory, and kinesthetic strategies that you feel would be most beneficial for you to learn to use effec- 
tively. List the strategies below. 


3. The information you highlighted in both charts will be used in later assignments. 
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SN Exercise 1.2 Group Discussion 


Part 1: Complete tasks 1 and 2 by yourself. Discuss your answers with the 
members of your group. 


1. Most people have a daily routine when they get up in the morning. Close your eyes and try to make a 
movie in your mind that shows you going through your daily routine. Answer the following questions 
after you have pictured this routine in your mind. 


& 


Was the picture clear? 


What colors were visible? 


Name several specific details you saw in your movie. 


2. Think back to the last conversation you had with a close friend. Answer the following questions. 


/ 
Can you remember one complete sentence spoken by your friend? 


If yes, write the sentence: 


Can you “hear” the tone of your friend’s voice? 


Oftentimes when a person tries to recall information that was processed through the auditory chan- 
nels, the person looks to the left (toward the ear) to try to recall the words or sounds. Did you look to 
the left as you tried to recall your friend’s words? 


Part 2: As a group, solve the following puzzle, using any method that works. As 
you search for the solution, pay attention to the strategies you use. 


A parent and a child are standing together on the sidewalk. They both start walking at 
the same time. Each person begins the first step with the right foot. The child must 
take three steps for every two steps the parent takes. How many steps must the child 
take until they both land again on the same foot? 


How many steps did the child need to take? 


Did they both land on the right foot or the left foot? 


Explain how you solved this puzzle. 
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®, exercise 1.3 Using Cognitive Modalities 


Work by yourself, with a partner, or ina small group to complete parts 1 and 2. 


Part 1: Read each statement below. Circle V (visual), A (auditory), or 
K (kinesthetic) to indicate the most dominant modality used 


by the person. 

VA K 1. Without reviewing his textbook, Mark can see details of pictures he studied in a pre- 
vious chapter. 

vA eK 2. Jorge may distract others, but jiggling his legs and tapping his pencil on the desk 
actually help him maintain his concentration. 

Vv <A K 3. Loriis studying interior design, for which she seems to be well suited; she has always 
had an appreciation for aesthetics and a good eye for coordinating colors, fabrics, 
and accessories. 

Vv A kK 4. In our Acting 1 class, James amazed us with his refined movements and facial 
expressions during his mime performance. 

Vie Atk 5. LinLee recounted her conversation with her grandfather; she described the tone of 
his voice and specific words of advice that he shared with her. 

Vv A eK 6. Leroy wants to capitalize on his talent for working with lighting, shading, angles, and 
composition, so he is majoring in photography. 

vA eK 7. Raina has notebooks filled with original poetry; she participates in a poetry reading 
group that meets twice a month. 

vA kK 8. Bobby, our jazz band’s most talented musician, plays drums and keyboard at his 
church. : 

V A K 9. Anthony has developed the endurance, speed, and strategies to compete in national 
marathons. 

V A- K 10. Maggie won a blue ribbon for her bronze sculpture at the mayor's art show; several 


of her pieces of pottery also received recognition. 


Part 2: The following learning strategies may involve using one or more 
modalities. Circle V, A, or K to indicate the modality or modalities 
each strategy emphasizes. 


V A K 
V A K 
V A CK 
V A K 
Va, sAcIAK 
Vir At. K. 
V A K 


1 


2: 


Within the first week of every class, Sharon finds a “study buddy’— someone who 
wants to meet on a regular basis to discuss class work and topics. 


Simon learns shapes for his geometry class by tracing over them several times with 
his finger and then repeating the process on his desk. 


. Liz types all her papers on a computer and then asks a tutor or a friend to read each 


paper out loud so she can listen to the way she expressed her ideas. 


Cindy is an excellent note taker. After each class, she uses three different colors to 
highlight important information: yellow for main ideas, blue for terminology, and 
pink for important details. 


. Mark loves history and gets excited thinking about the relationships among different 


events. He tacked a long piece of paper across his bedroom wall so he can chart all 
kinds of events on a continuous time line. 


. Kathryn enjoys reading, but no one likes to be around her when she reads. She reads 


everything out loud with her own style of expression. 


Lily loves to make flash cards for all her classes. She color codes them by chapter and 
then practices reciting the information out loud. She shuffles all the stacks together 
and uses a variety of interesting review activities for herself and the members of her 
study group. 
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After Paula reads each literature assignment, she closes her eyes and tells her friends 
she is studying. At first they did not believe her, but then she told them that she cre- 
ates an entire movie in her mind about the literature she just read. 


Len has always been dramatic. For an extra-credit project in his psychology class, he 
convinced two other students to work on a skit that incorporated key concepts from 
the psychology course. 


Gustav aspires to be a writer. He has created his own web site so he can post his work 
and, possibly, gain some recognition for his writing. 


Reflection Writing 2 CHAPTER 1 


On a separate piece of paper or in a journal, write responses to the following questions. 
Number each of your responses so your instructor can identify them. 


1. What were your visual, auditory, and kinesthetic scores on the learning style inven- 
tory? Do you agree that the highest score reflects your preferred learning style? 
Explain. 


2. Do you agree that the lowest score is your least preferred learning modality? Explain. 


3. Return to the chart of common characteristics on page 8. If you completed Exercise 
1.1, you have already highlighted characteristics that reflect how you see yourself (if 
not, complete Exercise 1.1 before continuing here). Summarize the visual, auditory, 
and kinesthetic characteristics that you highlighted on the chart. (When you summa- 
rize, use some of your own words to shorten, combine, or regroup the ideas or the 
information.) 


4. From what you remember about your childhood, do you think your current learning 
style preference is the same as your childhood learning preference? Explain. 


5. Make achart with two columns. In the first column, list the strategies from the chart of 
learning strategies on pages 9-10 that you currently use. In the second column, list 
the strategies that you will strive to learn to use this term. 


Currently use Goals to learn to use 


Linear and Global Learners 


iin 


The cognitive learning styles model with three basic modalities (visual, audi- 
tory, and kinesthetic) is but one of many learning styles models that encourages 
individuals to identify their preferred ways to process new information. Your 
instructor, the Internet, your school’s counseling department, or your school’s 
career and life planning office may have additional learning styles inventories 
that you can use to become even more aware of your individual style of 
learning. 

The goal behind every learning styles inventory is for you to increase your 
awareness about the conditions and the strategies that work most effectively for 
you to learn information. Sometimes the results of learning styles inventories 
may also serve as reminders to adjust your strategies when the strategies you 
currently use are not bringing you the desired results. Remember in all cases 
that no one learning style is better than another; each style is simply a distinc- 
tive way of learning, interacting, or responding. 
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The brain dominance theory, another cognitive model, demonstrates 
different listening and thinking patterns based on right-hemisphere or left- 
hemisphere dominance. To gain some insight into this theory, read the follow- 
ing excerpt from Roy Berko’s Communicating. On pages 15-16 you will have the 
opportunity to take a short inventory to assess your degree of left- or right-brain 
dominance. In this model, left-brain learners are called linear learners; right- 
brain learners are called global learners. 


The Role of Global/Linear Thinking/Listening We are unique in 
the way we listen and learn. Part of the differences among us is based on 
the way our brain works. The human brain is divided into two hemi- 
spheres, and research shows that some people are prone to use one side 
of the brain more than the other. This brain dominance accounts for 
learning and listening in patterned ways. 


The left hemisphere of the brain is most responsible for rational, logical, 
sequential, linear, and abstract thinking. People who tend to be left-brain 
dominant listen and learn best when materials are presented in struc- 
tured ways. They tend to prefer specifics and logic-based arguments. 
Because they tend to take information at face value, abstractions and 
generalizations don’t add much to their learning. Because they are so 
straight-line in their learning preferences, they are often referred to as 
linear learners/listeners. 


The right hemisphere of the brain is responsible for intuitive, spatial, 
visual, and concrete matters. It is from the right side of the brain that we 
are able to visualize. Those with this listening/learning dominance prefer 
examples rather than technical explanations. They prefer knowing the 
information can be useful and applied. The right-brain dominant person 
tends to be creative and rely on intuitive thinking, can follow visual/pic- 
tographic rather than written instructions, likes to explore information 
without necessarily coming to a conclusion, and enjoys interaction rather 
than lecturing. Because of their preference for a generalized rather than 
specific description, right-brain dominant persons are often labeled as 
global listeners/learners. Many global learners find much of the tradi- 
tional lecture method of teaching in U.S. schools and universities, a linear 
methodology, to be dull and frustrating. 


Most people are a combination of global and linear learner/listeners. If 
you fall into this classification, you can be more flexible in how you listen 
and learn than those with extreme style preferences. 


It is important for you to recognize your listening/learning style; it can 
make a difference in the way you approach the listening/learning envi- 
ronments. If you know that you need examples and the speaker is not giv- 
ing them, you should ask for them. If the speaker is not drawing specific 
conclusions and not speaking in a structured format, and these are nec- 
essary for your understanding, then you must probe for information that 
will allow you to organize the ideas. Don't assume that the speaker knows 
how you need to receive information; he or she doesn't. Many classroom 
instructors teach based on their own listening/learning style, forgetting 
that all students don’t learn that way. If you are a global listener/learner, 
this may account for why you had trouble with some math or science 
classes. On the other hand, if you are a linear listener/learner, literature 
and poetry classes may have been difficult for you. 


Berko, Communicating, pp. 58-59, 1998. 
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CHAPTER 1 Discovering and Using Your Learning Styles 
Dominance 
Inventory— 
Left/Right, Linear/ 
Global Dominance 
Answer all of these questions quickly; do not stop to analyze them. When you 
have no clear preference, choose the one that most closely represents your 
attitudes or behavior. 
1. When I buy a new product, I 
A. usually read the directions and carefully follow them. 
B. refer to the directions, but really try and figure out how the thing operates or is put 
together on my own. 
2. Which of these words best describes the way I perceive myself in dealing with others? 
A. ——— Structured/Rigid 
B. Flexible/Open-minded 
3. Concerning hunches: 
A. ——— I generally would not rely on hunches to help me make decisions. 
B. ——— Ihave hunches and follow many of them. 
4. I make decisions mainly based on 
A. ___— what experts say will work. 
B. a willingness to try things that I think might work. 
5. In traveling or going to a destination, I prefer 
A. __. to read and follow a map. 
B. ____ to get directions and map things out “my” way. 
6. In school, I preferred 
ANS === ceometry. 
B. algebra. 
7. When I read a play or novel, I 
A. see the play or novel in my head as if it were a movie/TV show. 
B. read the words to obtain information. 
8. When I want to remember directions, a name, or a news item, I 
A. ____ visualize the information, or write notes that help me create a picture, maybe even draw 


the directions. 


B. ____. write structured and detailed notes. 
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9. I prefer to be in the class of a teacher who 
A. ___ has the class do activities and encourages class participation and discussion. 


Bo += primarily lectures: 


10. In writing, speaking, and problem solving, Iam 


A. usually creative, preferring to try new things. 


Bi seldom creative, preferring traditional solutions. 


Scoring and interpretation: Give yourself one point for each question you 
answered “b” on items 1 to 5 and “a” on 6 to 10. This total is your score. To 
assess your degree of left- or right-brain preference, locate your final score on 


this continuum: 


Left Right 
hoe ee 


The lower the score, the more left-brain tendency you have. People with a 
score of 1 or 2 are considered highly linear. Scores of 3 and possibly 4 show 
a left-brain tendency. 

The higher the score, the more right-brain tendency you have. People with 
scores of 9 or 10 are considered highly global. Scores of 7 and possibly 6 indi- 
cate a right-brain tendency. 

If you scored between 4 and 7 you have indicated you probably do not tend 
to favor either brain and are probably flexible in your learning and listening 
style. 

Please bear in mind that neither preference is superior to the other. If you 
are extremely left- or right-dominant, it is possible to develop some of the traits 
associated with the other hemisphere, or you may already have them. 


Berko, Communicating, pp. 75-77, 1998. 


S Exercise 1.4 Creating a Comparison Chart 


A comparison chart is a form of visual notetaking that organizes information 
concisely into a chart. (See Chapter 11 to learn more about comparison charts.) 
The subjects appear in the left column. The following chart has only two subjects: 
linear learners and global learners. Categories of information appear at the tops 
of the columns. Use the information from page 14 to complete this chart by 
adding key words or characteristics in each of the cells or boxes of the chart. Be 
selective; use only key words or phrases, not full sentences. If you need more 
writing space, complete the chart on separate paper. 


Hemisphere used and | Characteristics of Potential 
its responsibilities learner classroom problems 


Linear learners 


Global learners 


Copyright © Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


CHAPTER I Discovering and Using Your Learning Styles 17 


Structured, Interactive, and Independent Learning Preferences 
ee g EE _ : a 


Other learning styles or preferences relate to emotional, personality, and behav- 
ioral patterns that affect how individuals interact, think, and process new 
information. The following informal learning styles inventory is situational; 
your preferences may change depending on the course. Examine your prefer- 
ences for being a structured, an interactive, or an independent learner in different 
situations. Use the following descriptions: 


Structured Learner You want homework assignments to be clearly struc- 
tured and organized. You want the teacher to provide as much direction as 
possible, including step-by-step instruction on how to proceed in the course. 
Teacher feedback motivates you. You want to be able to check off the work you 
have completed and know you have met the teacher’s expectations. 


Interactive Learner You want to work with a partner, a tutor, or a small 
study group to discuss and complete the homework assignments. You want to 
listen to others and exchange ideas. Group interaction and the feeling of 
belonging to a group motivate you. You want to use group feedback to give you 
a sense of your progress. 


Independent Learner You want to work by yourself at home or at school. 
You have your own system for learning information and do not want to get con- 
fused by other people’s methods or ideas. You want to explore ideas, discover 
relationships of ideas, study, and review on your own. You have confidence in 
your methods. 


In the following inventory, check the box that shows your preference. 
Decide whether you have one specific learning style preference for all subjects 
or if you vary the preference among different courses or content areas. 


Independent 
Learning 


Structured Interactive 


Learning 


For a foreign language 
class, I would prefer: 


For a writing class, 
I would prefer: 


For a sociology class, 
I would prefer: 


For a math class, 
I would prefer: 


For a computer class, 
I would prefer: 


For a science class, 7 
I would prefer: 


For a health class, 
I would prefer: 
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Discovering 1. Structured learning: Consider the classes for which you checked “struc- 
Patterns tured learning” as your preference for studying. What do those classes have 


in common? Why do you feel structured learning is best for those classes? 


2. Interactive learning: Consider the classes for which you checked “interac- 
tive learning” as your preference for studying. What do those classes have 
in common? Why do you feel interactive learning is best for those classes? 


3. Independent learning: Consider the classes for which you checked “inde- 
pendent learning” as your preference for studying. What do those classes 
have in common? Why do you feel independent learning is best for those 
classes? 


as QB Exercise 1.5 Case Studies 


Each of the following case studies describes a student situation. Read each one 
carefully and highlight key ideas or student issues. Then, answer the question 
that ends each case study. In your response, address the key points that you 
highlighted that relate directly to the question. Use complete sentences in your 
answers and write them on separate paper. These case studies are also available 
online; you can email your response to your instructor or print a copy of your 
work online. 


1. 


~ 


Elaine is usually an outgoing person. She started college in the middle of the year and does not know 
anyone on campus. After she received her midterm grades, she became concerned because she knew 
her work did not reflect her abilities. She knows she has strong auditory skills and is an interactive 
learner and a global thinker. She studies three or four hours every day alone in the library. She turns 
in her assignments on time but has difficulty retaining information. She also has trouble motivating 
herself and getting interested in her classes. What changes can Elaine make to combat the problems 
she has encountered in the first half of this term? 


Conor is enrolled in a poetry class to complete one of his program requirements. He has never enjoyed 
or really understood poetry. He had hoped that this class would provide him with specific methods to 
analyze, interpret, and respond to poetry. Instead of learning specific steps or guidelines, the class 
time consists of open-ended discussions that seem to be nothing more than a lot of different opinions. 
He is frustrated with the instructor and the lack of structure, direction, or specific answers. He 
is not comfortable talking to other students about this because they seem excited about the class, 
the instructor, and the content. He is doing well in all of his other classes, which include math 
and advanced physics, and is afraid that this class is going to lower his GPA. What are Conor’s 


learning styles and how do they contribute to the problems and frustrations he is experiencing in the 
poetry class? 
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if > a a 
(4) Multiple Intelligences 


Learning styles provide one framework for understanding how people learn. 
Howard Gardner’s Theory of Multiple Intelligences provides another frame- 
work for understanding cognitive development. In 1983, Gardner, a noted 
Harvard University psychologist, presented 
his theory in his book Frames of Mind: The 
Theory of Multiple Intelligences. This Theory 
of Multiple Intelligences (MI) challenges the 
traditional intelligence quotient (IQ) tests, 
which measure intellectual abilities in the 
areas of verbal, visual-spatial, and logical 
mathematics. The MI theory defines intelli- 
gence as areas of human potential. Under 
this theory, individuals have a wide range of 
distinct aptitudes, talents, and abilities, each 
of which can be cultivated and expanded. 
When Gardner first presented his theory he 
had identified seven different intelligences. 
In 1996, Gardner added an eighth intelli- 
SS gence, the naturalist, and contends that very 
What are the different intelligences a director and an likely additional intelligences will be identi- 
actor rely on to work together to produce a play? fied in the future. 


The Eight Intelligences in Howard Gardner’s Mi Theory 


Verbal/Linguistic Musical Logical/Mathematical | Visual-Spatial 


Bodily-Kinesthetic Interpersonal Intrapersonal Naturalist 


Gardner notes subintelligences under each of these eight intelligences. 
For example, people can exhibit many different talents and abilities under the 
category of musical intelligence. A person with a high musical intelligence may 
not have all of the subintelligences of music well developed. Singing, playing 
different instruments, composing, conducting, critiquing, and appreciating a 
variety of music require different skills, abilities, and processes. The level of 
accomplishment or degree of mastery will vary within an individual among the 
subintelligences, but the potential to acquire more skills and perform on a 
higher level exists. 

Verbal/linguistic intelligence includes verbal and written language abili- 
ties. Common characteristics of this intelligence include a love of language—a 
curiosity and fascination with words, meanings (semantics), and structure 
(syntax). Sensitivities to how words are used, how they sound (phonology), and 
how they evoke feelings are other characteristics. People with these developed 
abilities may exhibit sharp, detailed, vivid memories about written or spoken 
language; excel in word games such as crossword puzzles or Scrabble; and 
enjoy creating and reciting puns, jingles, or poetry. They may exhibit the ability 
to express ideas well in public presentations, storytelling, or debates and may 
express ideas well in writing, whether in journals, prose, or poetry. 

Musical intelligence consists of an acute sensitivity to sounds, melody 
(pitch), rhythm, tones (timbre), and harmony. People with these developed abil- 
ities may exhibit strong auditory memories and may use vocal or instrumental 
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music to express creativity, imagination, and the gamut of human emotions. 
They may be skilled in reading and writing music. Other characteristics that 
reflect musical intelligence include an understanding of music theory and sym- 
bols; a passion for different types and structures of music; and an enjoyment of 
singing, chanting, humming, or drumming. 

Logical-mathematical intelligence involves the use of logic, sound 
reasoning, problem solving, analysis, identification of patterns, sequential 
thinking, and mathematical calculations. People with logical/mathematical 
intelligence may think concretely and abstractly, understand and apply ab- 
stract numerical symbols and operations, and perform complex calculations. 
They may also use systematic, logic-based, sequential problem-solving tech- 
niques and scientific methods to measure, hypothesize, test, research, and 
confirm results. 

Visual-spatial intelligence involves keen, accurate, precise perceptions of 
the physical world, including sizes, shapes, textures, lines, curves, and angles. 
People with developed visual-spatial intelligence are able to present their ideas 
graphically. They often possess strong visual imagery or visualization skills, cre- 
ativity, and active imaginations. For example, a gifted chess player can play a 
challenging game of chess blindfolded, or an architect can picture the floor 
plans of a building before drawing them. People with strong visual-spatial intel- 
ligence often enjoy the arts, such as painting, sculpting, drawing, drafting, or 
photography. 

Bodily-kinesthetic intelligence encompasses fine, precise body rhythms, 
body movements, motor coordination skills, an acute sense of timing, balance, 
dexterity, flexibility, and possibly strength and speed. People with well-devel- 
oped gross (large) motor skills are able to judge how their bodies will respond 
to certain situations and are able to fine tune and train their bodies to perform 
at higher levels. People with well-developed fine (small) motor skills work well 
with their hands to create or modify the objects they work with. They can 
“sense” through their hands. For example, a mechanic unable to see inside an 
engine may be able to locate and fix a problem using only his or her hands. 
People with developed bodily-kinesthetic intelligence often enjoy physical exer- 
cise, sports, dancing, drama, role playing, inventing, building, and repairing 
things. They prefer “hands-on” or activity-oriented tasks. 

Intrapersonal intelligence focuses on personal growth, self-understand- 
ing, personal reflection, intuition, spirituality, and motivation to achieve 
personal potential. People with this developed ability enjoy exploring their 
feelings, values, goals, strengths, weaknesses, and personal history. They often 
use life experiences as lessons and guides to change aspects of their lives and to 
give their lives meaning. They frequently project a sense of pride, self-esteem, 
confidence, self-responsibility, control, and empowerment; they tend to be 
self-motivated and goal-oriented. People with strong intrapersonal intelligence 
are usually able to adapt to a wide variety of situations and circumstances; 
consequently, they succeed in many fields of work. 

Interpersonal intelligence emphasizes effective interpersonal communi- 
cation skills, social skills, leadership ability, and cooperative team work. Such 
individuals participate actively in groups, create bonds with diverse groups of 
people, and feel a sense of global responsibility toward others. Other common 
characteristics include the ability to interpret nonverbal clues that appear in 
the form of facial expressions, gestures, or general body language and the abil- 
ity to interpret the behavior, motivation, and intentions of others. People with 
these developed abilities often enjoy socializing, helping others, sharing their 
skills, tutoring or teaching others, and contributing to the development of pos- 
itive group dynamics. 
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Gardner identified the eighth intelligence, naturalist intelligence, in 1996, 
several years after he identified the first seven intelligences. People with a natu- 
ralist intelligence are sensitive to the physical world and aware of the balance 
(or imbalance) of plants, animals, and the environment. They are keen 
observers of nature’s elements—such as daily, seasonal, and cyclical changes— 
and of the relationships in nature. People with developed naturalist intelligence 
often demonstrate detailed knowledge and expertise in recognizing and classi- 
fying plants and animals. They may exhibit the ability to organize, classify, 
arrange, or group items and ideas into logical units or categories. 

The Theory of Multiple Intelligences serves as a reminder that we are all 
“evolving beings.” We have the ability to expand our abilities and intelligences 
to reach greater levels of potential, performance, and fulfillment. We can also 
consciously make choices to capitalize on our abilities and intelligences and 
strive for ways to cultivate and enhance them. Not surprisingly, many people 
seek and find success in careers that emphasize their stronger intelligences. The 
following chart shows a sampling of typical careers that capitalize on the abili- 
ties associated with each of the intelligences. 


Intelligence Careers 


Verballinguistic author, journalist, editor, poet, newscaster, 
television announcer, motivational speaker, 
playwright, politician, consultant 


Musical music teacher, composer, conductor, performer, 
sound engineer, film maker, television crew or 
director, marketing or advertising personnel 


Logical-mathematical mathematician, math or business teacher, 
scientist, computer programmer, accountant, tax 
expert, banker, researcher 


Visual-spatial architect, designer, interior decorator, artist, 
painter, sculptor, fashion designer, landscaper, 
carpenter, contractor, graphic artist, advertiser, 
cartographer, inventor 


Bodily-kinesthetic dancer, athlete, actor, musician/instrumentalist 
(guitarist, drummer, pianist), dance teacher, 
choreographer, photographer, mime artist, 
painter, sculptor, surgeon, inventor 


Intrapersonal psychiatrist, spiritual or personal counselor, 
self-help or motivational writer or speaker, 
philosopher, biographer 


Interpersonal parent, tutor, teacher, therapist, counselor, healer, 
social activist, motivational/personal growth 
workshop leader, religious leader, sociologist, 
anthropologist, political organizer 


iaecapates meteorologist, geologist, botanist, herbalogist, 
biologist, naturopath, holistic healer, medicine 
man, gardener 


aé 
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Howard Gardner’s Theory of Multiple Intelligences has opened a new door 
to understanding individual differences, skills, abilities, and interests. This the- 
ory recognizes that most people have some degree of each of the intelligences, 
but that some intelligences are more developed than others in the individual. 
Through effective training, experience, and conducive environments, people 
have the potential to develop and strengthen each of the intelligences. Many 
educators and leaders of the educational reform initiatives in the United States 
use Gardner's research and philosophy to create or modify classroom teaching 
methods and curricula. Many educators are exploring both practical applica- 
tions for classroom teaching and assessment of student performance based on 
the understanding that students’ abilities are diverse and that students will 
excel in the areas of academics and personal growth when their wider range of 
talents or intelligences are recognized and nurtured. 


Bw Exercise 1.6 Discussing Multiple Intelligences 


Work with a partner or in a small group to complete the following sets of 
directions. 


1. List any fifteen different occupations or careers. 


2. Use the letter codes shown after each of Howard Gardner's intelligences below. Discuss which intelli- 


gence you feel is most actively used for people who excel in the above professions. Next to each pro- 
fession listed above, write the code. 


Regs 


musical (M) 


visual-spatial (VS) 


verbal/linguistic (VL) 


. logical/mathematical (LM) 


e. bodily-kinesthetic (BK) 
f. intrapersonal (INTRA) 
g. interpersonal (INTER) 
h. naturalist (N) 


3. The Theory of Multiple Intelligences has many implications for education and educational reform. 
Many teachers are exploring new teaching methods, activities, and forms of assessment that are 
directly linked to the Theory of Multiple Intelligences. After each educational activity below, use the 
codes from above to indicate which intelligence is most encouraged by the activity. 


a. Form a group to create a student handbook for incoming freshman. 


b. Act out a scene from a book in a literature class. 


c. Conduct four interviews with people who work in the career field of interest to you. 


d. Construct and conduct a survey of students on your campus. Analyze the data and present itina 
report format to the president of the college. 


e. Collect samples of music from different cultural or ethnic groups. 
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f. Use a computer graphics program to create an eye-catching presentation. 
g. Write a poem about your heritage or cultural ties. 
h. Create a collage of international flags to hang in the library. 

i. Organize a photography exhibit of your best photographs. 


j. Write a paper contrasting American English and British English terms for common 
objects. 


k. Roleplay a conflict resolution strategy. 
1. Keep a daily journal or log to record your progress in reaching a specific goal. 
m. Counsel a friend about a personal problem. 
n. Attend a movie and then write a critique to present to the class. 


o. Design a tee shirt for an organization on campus. 
/ 


Ceo Exercise 1.7 LINKS 


The three cognitive learning styles (visual, auditory, and kinesthetic) provide 
a framework for ways people prefer to process and learn new information. 
Howard Gardner's Theory of Multiple Intelligences provides a framework for 
understanding human potential and intelligences that can be cultivated and 
strengthened. Which cognitive learning styles are actively used in each of the 
eight intelligences? Write your response below in one or more paragraphs or in 
the form of a chart. 
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Reflection Writing 3 


CHAPTER 1 


The primary goal of learning style, personality, or other kinds of inventories is to help you 
become aware of the way you operate, identify approaches to learning that are effective, 
and acquire the tools to adjust your strategies so you can perform ona higher level and 
achieve your goals. As part of this process, you are also strengthening your intrapersonal 


skills. 


On a separate piece of paper or in your journal, summarize what you learned about 
yourself in each of the following areas. Then briefly explain how you can use this informa- 


tion in your courses this term. 


1. Cognitive learning styles 
2. Linear and global learners 
3. Structured, interactive, independent learning preferences 
4. Multiple intelligences 
SUMMARY 
@ Three main cognitive learning styles or learn- ™@ Gardner identified eight intelligences or abili- 


ing modalities determine how individuals pre- 
fer to learn: visual, auditory, and kinesthetic. 


M@ Most adults have a learning style prefer- 
ence but are able to function using all three 


modalities. my 


& The most effective study tools are those that are 
compatible with your visual, auditory, or kines- 


thetic strengths. | 


@ Weak learning modalities may be due to lack of 
experience or training or to physical or neuro- 
logical conditions. 


® Howard Gardner's Theory of Multiple In- 
telligences proposes that intelligences are 
human potentials that can be learned and 
strengthened. 


ties that people possess to varying degrees: 
verbal-linguistic, musical, logical-mathemati- 
cal, visual-spatial, bodily-kinesthetic, intraper- 
sonal, interpersonal, and naturalist. 


Each of the eight intelligences has subintelli- 
gences. A person may not exhibit developed 
abilities in all of the subintelligences. 


The brain dominance theory groups thinking 
patterns into right-hemisphere and _left-hemi- 
sphere thinking. Linear learners are left-brain 
learners. Global learners are right-brain learners. 


Another learning preference model groups peo- 
ple into structured, interactive, or independent 
learners. However, these categories are situa- 
tional; a person may vary his or her preference 
based on the course and the content. 


© ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 


aus links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 


If you are working on your own computer, bookmark this web site. 
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LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 1. Your instructor may assign one or 
more specific options or ask you to select one or more options that interest you 
the most. 


1. Expand the Chapter 1 mapping on page 1. Notice that the name of the chapter appears in the center 
,_ and each of the chapter headings extends outward from the center of the mapping. Copy this struc- 
ture on a blank piece of paper, then reread the information under each heading in your textbook. 
Extend branches on the mapping to show important key words or phrases for each heading. (See 
Chapter 11 for additional information.) You can add pictures and colors to your mapping to accentu- 
ate the points. The first heading is done as an example. 


visual auditory kinesthetic 


\ | 7 


\ 
S | Ce 


modalities preferences 


Nececitii 


/ Cees characteristics 
inking/ 2 (p.8) 
reasoning Learning Styles 
Multiple Discovering acc Multisensory 
Intelligences Using Your Learning 
Learning Styles Strategies 


strategies (pp.9-10) 


multisensory— 
2 + modalities 


Structured, 
Interactive, 
and Independent 
Learning Preferences 


Linear and 
Global Learners 


2. Use the directions from Learning Option 1 to make a visual mapping of Howard Gardner's Theory of 
Multiple Intelligences. Include a picture or symbol on your mapping for each of the intelligences. 
Extend branches from each intelligence to show key characteristics and common careers related to 
each intelligence. Add colors to your visual mapping. You may use a computer graphics program for 
this option. 

3. Use the Internet to locate an informative web site for one of the following topics: learning styles, 
Howard Gardner's Theory of Multiple Intelligences, the brain dominance theory, or right-hemisphere 
(brain) and left-hemisphere (brain) thinking. Print the information. Prepare a short presentation or a 
written summary of the most significant information. In your presentation or summary, explain how 
the contents of the web site relate to the content of this chapter. 


2b 
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. The comparison chart on page 21 shows each of the eight multiple intelligences and typical careers 


that capitalize on the associated abilities. On your own paper, expand this chart by adding two more 
columns: common characteristics and famous people. In one column, write key characteristics for 
each intelligence. In the other new column, list famous people who best exemplify the traits associ- 
ated with that intelligence. You may add colors and pictures to your chart. 


. Create a poster or collage that depicts the various kinds of learning styles and preferences discussed 


in this chapter. You may use magazine pictures, photographs, or your own drawings to represent 
the following: visual, auditory, and kinesthetic learners; linear and global learners; structured, interac- 
tive, and independent learners; and the eight intelligences. Organize the information in a logical, appeal- 
ing manner. 


. Form a study group with three or more students and meet outside class to review the content of this 


chapter. In addition to the review work, spend time discussing the different learning styles and pref- 
erences of each member of the group. Write a summary paper that discusses the highlights. 


. Create a study tape for yourself for Chapter 1. On your tape, summarize or explain the most impor- 


tant points of the chapter. This will serve as an excellent review tool later in the term. 
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Cuapten 1 REVIEW QUESTIONS 


True-False 


Carefully read the following statements. Write T if the statement is true and F if it 


is false. 


10. 


11. 


i2. 


a3. 


14. 


13; 


16. 


17. 


18. 


Cognitive learning styles refers to the way people interact in a group setting. 
The three cognitive learning styles are hands-on, visual, and kinesthetic. 


All adults are capable of developing all three cognitive modalities to equally high levels of 
functioning. 


Learning styles indicate people’s preferred ways of learning and processing new informa- 
tion, but students cannot always use their preferred modality in every learning situation. 


A study strategy that uses a multisensory approach incorporates more than one cognitive 
learning style or modality. 


Visual learners have strong memories for printed material or pictures, diagrams, and 
charts. 


Auditory learners often have strong language skills and auditory memories. 


People with a kinesthetic learning style should always stand or move around when they 
study or perform an important task. 


An interactive learner would likely benefit from discussing coursework with others and 
from hearing other students’ study techniques and ideas. 


Linear learners are likely to use intuition, visually graphic formats, and methods for 
organizing specific details. 


Global learners tend to be more creative, interactive, and effective at visualizing informa- 
tion than are linear learners. 


Interactive learners have characteristics similar to those of a person with a developed inter- 
personal intelligence, a global learner, and a learner with an auditory learning 
preference. 


Independent learners are self-directed and prefer to use their own methods of studying and 
reviewing information. 


Howard Gardner’s Theory of Multiple Intelligences consists of eight intelligences and 
numerous subintelligences that reflect an individual's learning potentials. 


The skills exhibited by a person with a well-developed logical-mathematical intelligence 
reflect characteristics of a linear thinker. 


Individuals with a well-developed bodily-kinesthetic intelligence always exhibit their abil- 
ities through full body movements, such as dance, sports, or acting. 


People who work well with others and show leadership skills exhibit characteristics of 
intrapersonal intelligence. 

The Theory of Multiple Intelligences states that each person is born with a level of intelli- 
gence for each of the eight intelligences and that these levels remain constant throughout 
the person’s lifespan. 
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Short Answer and Critical Thinking 
Use complete sentences to answer each of the following questions. 


1. The Theory of Multiple Intelligences is based on the premise that traditional IQ tests are too limiting. 
What intelligences did Howard Gardner add to expand the concept of traditional intelligence and 
include a wider range of talents and abilities? 


2. Teaching styles frequently reflect a teacher's own learning styles and preferences. Give an example of 
the difficulties a student with a specific type of learning style might encounter in a classroom with an 
instructor with a different learning/teaching style. Choose and describe the student's and the teacher's 
teaching styles; then discuss the kinds of difficulties the student might encounter in that class. 


3. What would be an ideal classroom environment and instructional approach for you that would allow 


you to capitalize on your various learning styles and preferences? Use specific details to describe the 
classroom and the instructional approach. 
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Processing 
Information into 
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system 


The 
v Information 
Processing Model 


Processing 
Information into 


Your Memory System 


Twelve 
Memory 
Principles 


For centuries people have been fascinated by the workings of the human mind. In this 
chapter, you will learn a basic cognitive model that represents one view of how the 
mind works to process incoming information. You will also learn twelve principles of 
memory that can help you strengthen your abilities to process, recognize, and recall 
important information. By familiarizing yourself with the model and the principles, you 
will gain a better understanding of your own thinking and memory/learning systems. 


Terms to Know 


Information 
Processing Model — 
sensory input 
sensory stimuli 
short-term memory 
(STM) 
“trap door” 
rehearsal path 
encoding 
rote memory 
elaborative rehearsal 
self-quizzing 
feedback loop 
long-term memory 
(LTM) 
schemas 
neurotransmitters 
imprinted 
long-term retrieval 
output 
twelve memory 
principles 
SAVE CRIB FOTO 
selectivity 
association 
memory search 
retrieval cue 
visualization 
effort 
concentration 
recitation 
interest 
big and little pictures 
feedback 
organization 
time on task 
2:1 ratio 
marathon studying 
massed studying 
distributed practice 
ongoing review 
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CHAPTER 2 Information Processing Profile 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 


ONLINE: You can complete the profile and get your score online at this 


textbook’s web site. 


Le 


I use study methods that give me feedback so that I know whether I am 
learning. 


2. I have problems studying new information when it is not an area of 
genuine interest to me. 
3. I have problems identifying and pulling out the information that is 
important to study. 
4. I rearrange information into meaningful units or clusters so it is easier to 
learn. 
5. I wait until close to test time before I practice the information that I 
previously read. 
6. I talk out loud to myself as I study because reciting seems to help me learn. 
7. I use the same method of learning information for everything I need to 
study. 
8. I frequently use rote memory by memorizing specific details exactly as they 
are presented in the book. 
9. Imake movies in my mind about the information I am learning. 
10. I take time to relate or associate new information to information I already 
know. 
Reflection Writing 1 


On a separate piece of paper or in a journal, do the following: 


YES NO 


CHAPTER 2 


1. Discuss your profile score for this chapter. What was your score? What does it mean 


to you? 


2. How do you feel about your memory? Is it usually vivid, strong, and accurate, or is it 
often unclear, weak, and inaccurate? When does your memory seem stronger, and 
when does it seem weaker? What do you see as your greatest memory strengths and 


your greatest problem areas? 
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(“) The Information Processing Model 


CHAPTER 2_ Processing Information into Your Memory System 31 


Psychologists frequently use the Information Processing Model to help 
explain how we receive, process, and learn information. The Information 
Processing Model consists of six main parts. Although each part has its own 
distinct functions, the parts do not work independently. Each part has an 
important role to move information through your memory system as you learn. 
Refer to the following diagram of the model as you read about each of its parts. 


4. Feedback Loop 


1. Sensory Input 3. Rehearsal Path 


5. Long-Term Memory 
(LTM) 


6. Long-Term Memory 
Retrieval Path 


y The Information Processing Model 


1. Our senses take in information, or sensory input. 
. Our short-term memory receives the information and holds it briefly. 
. We rehearse the information we want to learn. 
. If we get feedback that we are not learning what we rehearse, that information 
goes through the feedback loop and returns to short-term memory for re- 
processing. 
5. Information that is adequately rehearsed moves into long-term memory, where it 
is permanently imprinted. 
6. Information stored in long-term memory is accessed through long-term re- 
_ trieval, and the output shows that we have learned. 


WON 


Sensory Input We receive information through our five senses (sight, sound, smell, taste, and 
—TqTooOTOTo }~=§touch); this information is called sensory input. Such input comes in the form 
of sensory stimuli, which can be letters, numbers, words, pictures, and 


sounds. 


Short-Term Memory Short-term memory (STM) is a temporary storage center that is very limited in 
Ins §=—« time and capacity (up to seven items at one time). Sensory input first moves 
into short-term memory and remains there for a few seconds. Within that short 

—— | STM | —__ time,a “decision” is made by the person receiving the stimuli to dump the infor- 
mation or process it further. This decision may be made consciously or subcon- 
sciously. If attention is not given to the stimuli, the automatic response will be 
trap door to “dump” it through an imaginary trap door. This imaginary trap door dis- 
cards unwanted or unattended-to information before it has the chance to be 


hi | ~ processed in memory. 


information dumped 
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Short-term memory is the entry point to your memory system, so strength- 


ening your short-term memory improves your overall ability to learn. 
The following important strategies can help you strengthen the effective- 
ness of your short-term memory. 


1. 


Pay attention to incoming sensory input. This requires focusing, concen- 
trating on, or attending to the stimuli. You need to be alert and ready. For 
example, if you are listening to another person, block out distractions and 
focus your attention on the speaker’s words and ideas. If you are reading, 
the stimulus is in the form of words; read slowly enough to comprehend the 
material. Block out any distractions that disrupt your concentration. 


Limit the number of items and the speed with which you take in stimuli. 
Remember that short-term memory has a limited capacity and duration. If 
you try to take in too much information too rapidly, some or all of the 
information will be dumped. The short-term memory system breaks down 
from overload. Cramming and reading complex textbooks quickly are 
examples of attempts to move too much information too rapidly through a 
memory system that begins with a limited capacity. 


Make it your intention to learn. Motivation is a key factor. As you begin to 
receive information, remind yourself that you want to learn this informa- 
tion, and make a conscious decision to do so. For example, perhaps you 
have difficulty learning names of people at social gatherings. When you are 
motivated to remember the names and make a concerted effort to do so, 
you begin to process the information as soon as you receive the names. 


Find meaning or significance in the incoming information. When you know 
that you have to learn new information because it is a course requirement, 
essential to your job, or important to you in some other way, you begin the 
learning process as soon as the information enters your short-term mem- 
ory. If you find no value in the information, the trap door will automatically 
open and the information will be dumped. As an example, how many black 
cars did you pass on your way to 
school today? You are not likely 
to have an accurate answer 
because there was no reason to 
count black cars. However, if 
your instructor asks you to 
gather information for a project 
by recording the number of 
black cars you pass on your way 
to school, you have a reason to 
pay attention to the incoming 
stimuli. 


Show or create interest in the 
information you are trying to 
process into your memory. If you 
automatically label something 
boring, you send a signal to that 
trap door in your memory to dis- 
card the information, for it is 
not significant. Being aware of 
your attitude toward a topic can 


alert you to the need tocreatean What problems does the survival 
interest, which in turn creates technique of cramming create in a 
an intent to learn, when your student's memory system? 
interest level is low. 


AW g 


Copyright © Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


CHAPTER 2 _ Processing Information into Your Memory System 33 


6. Remove stress and negative feelings as much as possible. Stress and negative 
feelings start to shut down the learning process before it has much oppor- 
tunity to start. Information received may become distorted, blurry, or 
incomplete. As you will learn in Chapter 5, a relaxed state of mind helps you 
become receptive to incoming sensory information and leads to more 
effective processing. 


Once you decide that particular information is important to learn, that infor- 
mation moves on to the rehearsal path. It is on this path that you select effec- 
tive learning techniques to move the information into your long-term memory. 
The rehearsal path is an active path where practice, comprehension, and learn- 
ing take place. It carries the sensory stimuli in a coded form that long-term 
memory can recognize. The type of encoding depends on the type of informa- 
tion being transmitted: 


1. Linguistic coding, also called acoustic coding, carries verbal information. 


2. Visual coding, also called imaginal coding, carries visual images, such as 
pictures or diagrams. 


3. Motor coding, also called physical coding, carries messages that are related 
to muscle movement, such as riding a bike, typing, or driving a car. 


4. Semantic coding carries the general meaning and emotional responses of a 
specific experience. 


The rehearsal path is an extremely important part of the information proc- 
essing model, for the way you rehearse will affect how clearly, effectively, and 
efficiently the information will be placed in your long-term memory system. 
One way to rehearse information is to use rote memory. Rote memory involves 
repetition—lots of repetition—to learn the information in the exact form in 
which it was received. Rote memory often does not involve thoroughly under- 
standing the information, its purpose, or its relationship to other things. While 
rote memory can be useful at times, such as when memorizing a new phone 
number, a spelling word, an interesting quotation, or your social security num- 
ber, it often is ineffective for learning academic material. Rote memory does not 
provide you with adequate comprehension of the information to be able to 
apply it in different ways or to different situations. The results are simply too 
limiting. 

A second and a much more powerful way to rehearse information is to 
use elaborative rehearsal. Elaborative rehearsal involves active thinking 
processes. Time and effort are given to understanding the information, seeing 
how it relates to other information, recognizing how it can be used, associating 
or linking it to information you know, and using multisensory approaches to 
learn the information accurately and thoroughly. When you learn information 
through elaborative rehearsal, you will be able to explain it, show you under- 
stand it, and apply it as needed. 

The rehearsal path has the significant role of encoding information so it can 
be received, understood, and stored effectively in long-term memory. The 
rehearsal path is the learning path. 

The following important strategies can help you strengthen the effective- 
ness of the rehearsal path. 


1. Select learning strategies that use your strongest modalities or preferences. 
Your goal is to encode the information clearly and efficiently. You can often 
do this best by working with strategies that capitalize on your strengths 
and abilities. 


Feedback Loop 
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. Use a variety of rehearsal strategies. A variety of strategies, possibly includ- 


ing multisensory strategies, creates a strong code for long-term memory. 
For example, if you need to learn a new set of math formulas, you may want 
to make a flash card for each formula. On the rehearsal path, you could 
recite the cards, visualize them, and practice writing the formulas from 
memory. In this manner, you would not only be using your preferred learn- 
ing modality, but you would be using all three cognitive modalities and 
three different encoding systems. This approach utilizes more than one 
sensory channel or path into long-term memory. 


. Use elaborative rehearsal instead of rote memory. Strive to comprehend the 


information, attach meaning to it, understand it as thoroughly as possible, 
and recognize its relationship to other ideas. 


. Allow ample time to practice frequently. To learn any skill thoroughly 


requires time, effort, and ample practice. If you know how to ski, play an 
instrument, or sew clothing, you learned through practice. The rehearsal 
path involves frequent practice for information to move solidly into long- 
term memory. 


. Use self-quizzing for feedback so you can gauge the effectiveness of your 


learning strategies. As you rehearse information, quiz yourself to ensure 
that you are creating a clear imprint of the information for your long-term 
memory. Reciting, writing, discussing, drawing or reproducing, and 
demonstrating understanding in other ways are self-quizzing activities you 
can do to get valuable feedback. 


. Adjust your learning strategies or encoding methods after you receive feed- 


back. Pay attention to the feedback you receive. If you do not know the 
information, do not skip over it or tell yourself you will return to it later. Try 
a different learning strategy or learning modality to rehearse and encode 
the information. Move on to other rehearsal activities when you receive 
feedback that you know the information. 


. Vary your approach to rehearsing. If you get feedback that you do not know 


specific information, do not continue to rehearse the information in the 
same way. You may end up recycling through the feedback loop repeatedly 
without making any progress. For example, if you made a list of key terms 
and definitions for one of your textbook chapters but were not able to give 
the definitions, do not continue to work only with that list. Try a different 
strategy, such as making and sorting flash cards, using the terminology in 
your own spoken sentences, or discussing the definitions in a study group. 


When you rehearse and find out that you do not understand or know the new 
information, you receive feedback that you need more rehearsal or practice. 
The information “zips” through the feedback loop, which is nothing more 
than a quick path back to short-term memory. 

Following are several important points to know about the feedback loop: 


i. 


2. 


The feedback loop is an inactive path. It does nothing but immediately send 
the information back into short-term memory for further rehearsal. 


An easy image to associate with the feedback loop is the suction duct that 
banks use to send deposits or withdrawals from the teller to the car that is 
in a lane away from the building. The driver of the car puts his or her 
money into a container and sends the container through a suction duct that 


drops the container at the teller window. The feedback loop works in a sim- 
ilar way. 
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Long-Term Memory 


Long-Term Memory 
Retrieval Path 


iN 


Long-term memory (LTM) is an enormous storage system that “files away” 
information. So that new information can be located when it is needed, long- 
term memory often stores it in clusters of related information called schemas. 
(As an interesting note, with advanced technology brain scans can actually 
show which sections of the brain are activated when a person learns specific 
kinds of information.) When you start to learn something new and unfamiliar, 
the learning process at first is challenging, frustrating, and full of errors. The 
initial learning process of an unfamiliar topic or information may be difficult 
because you are just beginning to construct a new schema for this knowledge. 
Later, after you have learned this information or skill, learning additional 
information is easier and smoother because a schema for that subject already 
exists. This concept of schemas helps explain why learning is so much easier 
and sometimes effortless when there is an interest, a background, and perhaps 
even some expertise in a specific field. 

Another way to look at long-term memory is to think of your brain as a 
filing system with many different files and many different drawers filled with 
different kinds of information. When information is carefully placed in the 
file cabinet, you can locate it when you need it in the future. If any drawer is 
opened and a file stuffed in without organization or logic, the file may 
be difficult to find at a later time. Elaborative rehearsal organizes information 
carefully and logically, so it is easier to locate at a later time in long-term 
memory. 

Researchers continue to study the human mind and the processes that 
occur in long-term memory. 

The following points about long-term memory are significant: 


1. Information that has been processed along the rehearsal path is carried to 
long-term memory by neurological impulses, or neurotransmitters. 


2. Information that enters long-term memory is imprinted in your brain. The 
impact of the impulses marks the place in the brain in which the infor- 
mation is stored. 


3. Because information is imprinted, long-term memory is considered to be 
permanent memory. 


4. Long-term memory is a storage facility with unlimited capacity. It never 
runs out of space to store new information. 


5. New information is linked or imprinted in existing schemas. 


Long-term retrieval is the process of accessing, or finding, information stored 
in the long-term memory system. When information is retrieved along this 
active path, you are then able to show what you have learned through some 
form of “output.” Output may mean that you are able to respond correctly by 
talking, explaining, writing, drawing, demonstrating, or applying the learned 
information in one or more ways. Practice keeps information accessible. By 
reviewing information on a regular basis, you strengthen the retrieval path so 
that you can use the information you worked hard to learn. 

Learning a foreign language is a good example of the necessity to practice 
retrieval. Imagine that you spent time learning a foreign language but have not 
practiced it for many years, so you probably no longer speak that language flu- 
ently. You may remember the sentence structure but have probably forgotten 
the vocabulary needed to express your ideas. If you do not retrieve information 
for years at a time, you will no longer have access to that information in mem- 
ory. However, by “brushing up” with a few lessons you may find that the vocab- 
ulary comes back to you fairly quickly. You will definitely “relearn” the language 
faster than you learned it the first time. 
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Retrieving information from long-term memory is a process that you use 
frequently. Every time you try to recall something you have learned, every time 
you take a test, you are using the retrieval path actively. 

The following strategies can help you use your retrieval path more 
effectively: 


1. Review information on a regular basis. Ongoing review provides you with 
practice locating and accessing information you have learned. The more 
you practice, the easier the process becomes to locate information in your 
long-term memory. 


2. Think about related categories or associations if you cannot immediately 
locate information in your memory. Information is linked together and in 
schemas. Frequently you can locate information by thinking about some- 
thing that relates to it. For example, if you cannot immediately define the 
term “elaborative rehearsal,” but you know it is in your long-term memory, 
try linking it to other topics. Perhaps you would remember that it is the 
opposite of rote memory or that it is a positive thing that happens on the 
rehearsal path. You might link it to the meaning of the word “elaborative.” 
Creating these links or logical connections can often lead you to the 
information. 


3. Practice retrieving information by using several different methods. You may 
want to recite, summarize, discuss, draw, or reproduce the information for 
practice. The more varied ways you work with information, the more 
equipped or prepared you will be to work with the information in different 
forms or situations. 


4. Strive to eliminate unnecessary stress. Just as stress can affect the input of 
stimuli into short-term memory, so can it affect the ability to retrieve infor- 
mation from memory. A calm, relaxed, emotionally-level state of mind 
makes retrieval easier and more efficient. Use stress-reduction strategies or 
work with a counselor if stress seems to be disrupting your learning 
process. 


Output is the end result or the “proof” that learning has taken place. Output 
occurs when each part of the Information Processing Model functions effec- 
tively. There are many ways to show outcome. Positive results on a test show 
that specific kinds of learning occurred. Being able to express new concepts, 
argue a point of view with specific details to back up your comments, or con- 
nect ideas together smoothly in a paper or an essay all demonstrate information 
that has been learned. Being able to apply information, such as constructing an 
electronics board, tuning an engine, or using a formula to solve a math problem 
also demonstrates positive output. 

Your knowledge of the Information Processing Model can now be used to 
assess your own learning progress. Examine the techniques you are using to 
study. Are you alert to incoming sensory stimuli? Are you rehearsing effec- 
tively? Are you using techniques to give you feedback as you study? Are you 
organizing the information clearly around schemas? Are you taking time to 
practice retrieving information? With your knowledge about how learning 
occurs, you can now adjust your methods and fine-tune your approach to 
processing and learning new information. 

The following points are important to know about output: 


1. Output is the proof that learning has taken place. 


2. Output is a demonstration of accurate details, applications, or procedures. 


3. Output can be shown verbally, in writing, or through completion of a 
product. 


Copyright © Houghton Mifflin Company. All rights reserved. 


Copyright © Houghton Mifflin Company. All rights reserved. 


Name Date 37 


Group Processing: Form groups of three or four students. Complete the following directions. 


A Collaborative 1. On large chart paper, draw and label the parts of the Information Proc- 
Learning Activity essing Model. 


2. Without referring to your textbook or your notes, jot down key words or 
phrases to show what you remember about each part of the model. Accept 
ideas from all members of your group. You may use different pen colors for 
each part of the model. 


3. Be prepared to explain your model to the rest of the class. 


Ww Exercise 2.1 Problem identification 


Ina small group, with a partner, or on your own, identify the parts of the 
Information Processing Model that each of the following students is not using 
effectively. Answer the questions that follow each student situation. 


1. Manuel had twenty new vocabulary words to learn. He read quickly through a list of the words and 
their definitions and was confident that he knew the terminology. A short time later, he was surprised 
to realize that he could not remember the meanings of many of the words. 


a. Which part of the model did Manuel not use effectively? 
b. What learning strategies could Manuel use to achieve better results? 


2. Teresa spent many hours studying her biology notes for a test that would take place in three weeks. 
She got involved with many other activities and did not review right before the test. She was confident 
that she had learned the material thoroughly, but her test score was disappointingly low. 


a. Which part of the model did Teresa not use effectively? 
b. What learning strategies could Teresa use to achieve better results? 


3. Leon has good rote memory skills, so when he had to learn ten new math formulas, he repeated the 
formulas to himself. On the test, Leon was not able to answer any of the questions that required appli- 
cation of the formulas because the questions did not match the way he had memorized the formulas. 


a. Which part of the model did Leon not use effectively? 
b. What learning strategies could Leon use to achieve better results? 


4. Penny enrolled in an art history class to meet a graduation requirement. She has little interest in art 
or history, so the class was challenging for her. Penny saw no relevance in the course to her studies. 
During class lectures, she seldom took notes because nothing seemed to be important. She chose 
instead to use the time to work on other homework assignments or think about issues in her personal 
life. As the term progressed, her grades went downhill. 


a. Which part of the model did Penny not use effectively? 


b. What learning strategies could Penny use to achieve better results? 
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S Exercise 2.2 Using the Information Processing Model 
Complete the following tasks by using a personal learning experience. 


1. In the space below, draw and label the Information Processing Model. 


2. Think about a specific skill, concept, or process that you recently learned in school, in sports or recre- 
ation, or in your personal life. In your memory, trace how the learning process occurred. 

. What sensory input did you receive? 

. What happened to the information in your short-term memory? 

What did you do to prevent the information from being dumped? 

. How was the information processed on the rehearsal path? 

. Did any of the information move through the feedback loop? 

. What do you think happened to the information in your long-term memory? 

. How did you use the retrieval path? 

. What was the output? 


Sr mo Qo & p 


3. Show how the new information moved through the model above by summarizing what happened in 
each part of the model. Use whatever method you wish to demonstrate your learning process. 
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SS EXERCISE 2.3 Memory Principles Inventory 


You will soon learn about the twelve principles of memory that enhance the 
learning process. First, complete the following inventory by answering YES or 
NO to each question. The letter in the upper left corner of each box will be 
explained later. 


YES NO 


¥. Do you spend a lot of time studying but seem to study the “wrong 
information” for tests? 


2. Do you get frustrated when you read because everything seems 
important? 


3. Do you tend to highlight too much when you read textbooks? 


4. Do your notes seem excessively long and overly detailed? 


5. Do you avoid making study tools such as flash cards because you are not 
sure what information to put on the study tools? 


1. Do you tend to memorize facts or ideas in isolation? 


Le ; F : : 
2. When you try to recall information you have studied, do you sometimes 
feel “lost” because there is no direct way to access the information in 
your memory? 


3. Do you feel that you are memorizing numerous lists of information but 
not really understanding what they mean or how they are connected? 

4. Do you “go blank” on tests when a question asks for information in a 
form or context different from the way you studied it? 


5. Do you lack sufficient time to link difficult information to familiar 
words or pictures? 


YES NO 


. When you finish reading, do you have difficulty remembering what 
paragraphs were even about? 


2. Do you have difficulty remembering information that appeared in a 
chart your instructor presented on the chalkboard or on a screen? 


3. Is it difficult for you to get a visual image of printed information? 

4. When you try to recall information, do you rely mainly on words rather 
than pictures? 

5. Are the notes and study tools that you create done with only a pencil or 
one color pen? 


E YES NO 


1. Do you sometimes take “the easy way out” or look for shortcuts when 
you study? 

2. Do you feel that doing problems or creating study tools that are not 
assigned is a waste of your time? 

3. Does the term studying mean to basically “do the assignments” and no 
more—then studying is over? 

4. If extra credit projects or options are available, do you tend to skip doing 
them? 

5. Do you choose to study alone and avoid studying with other students or 
attending a weekly study group? 
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. Do you easily get distracted or find your mind wandering? 


. Are there so many interruptions when you study that you are not quite 
sure what you accomplished at the end of a study block? 


. Do you miss important information during a lecture because your mind 
tends to wander or daydream? 


. When you are reading, do you find it difficult to keep your mind focused 
on the information in the textbook? 


. Do you study with the television, radio, or stereo turned on? 


. Do you feel you lack effective listening skills? 
. Do you have difficulty expressing your ideas on paper? 


. Do you have difficulty clearly explaining textbook information to 
another person? 


. Does your current method of studying lack techniques that give you 
feedback about whether you know the information? 


. Do you feel awkward or uncomfortable talking out loud to yourself? 


. Do you label the class or the textbook you are using as boring, dumb, 
useless, or a waste of your time? 


. Do you dislike going to class? 


. Once you are in class, do you resent being there and tend to tune out 
whatever is going on? 

. Do you find it difficult to complete homework assignments because you 
just cannot get interested in the subject? 


. Is it difficult to understand why you have to take specific courses when 
they do not seem to be related to your career field? 


. Do you have problems finding the main idea even though you are able to 
understand the individual details? 


. Do you understand general concepts but oftentimes have difficulty 
giving details that relate to the concept? 


. Do you need to make a more concerted effort to take the time to find the 
relationships between concepts and details? 


. Do your lecture notes capture main ideas but lack details? 


. Do your notes include running lists of details without a clear method of 
showing main ideas? 


YES 


YES 


YES 


YES 


NO 


NO 


NO 


NO 
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- Do you use tests as your main means of getting feedback about what you 


have learned? 


- Do you keep taking in new information without stopping to see whether 


you are trying to learn too much too fast? 


- When you are rehearsing, do you “keep on going” even if you sense that 


you have not clearly understood something? 


~ Do you tend to use self-quizzing only when you are preparing for a test? 
. Do you sometimes cram for tests? 


YES 


4] 


NO 


. Does the information presented in class or in the textbook seem 


disorganized? 


. Do you have difficulty remembering the sequence of important events, 


steps of a process, or details in general? 


. When you try to do a “memory search” to locate information in your 


memory, are you sometimes unable to find the information? 


. Do you spend most of your time trying to learn information in the exact 


order in Which it is presented? 


. Do you feel unsure about rearranging, reorganizing, or regrouping 


information so that it is easier to learn and recall? 


. Do you often find it necessary to cram for tests because you simply run 


out of time? 


. Do you get tired when you study because you are trying to study too 


much at one time? 


. When you study, do you change to a second subject as soon as you 


complete the assignments for the first subject? 


. Are some of your study blocks more than three hours long? 


. In at least one of your courses, do you spend less time studying that 


subject than most other students in class? 


. Once you have completed an assignment, do you put it aside until close 


to the time of the next test? 


. Do you have problems remembering or recalling information that you 


know you learned several weeks earlier? 


. Do you need to add more review time to your weekly study schedule? 
. Do you study fewer than two hours per week for every one hour in class? 
. Do you sit down to study and feel that you are all caught up and have 


nothing to study? 


WES 


YES 


NO 


NO 


YES 


NO 
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About the Inventory 


1. The letters in the upper left corner of each of the boxes on the inventory represent one of the princi- 
ples of memory. Return to the inventory and label each of the boxes with the following principles of 


memory: 

Selectivity Concentration Feedback 
Association Recitation Organization 
Visualization Interest Time on Task 
Effort Big and Little Pictures Ongoing Review 


2. Now look at your answers. A NO indicates you are already using the principle of memory when you 
study. If you gave NO answers to all the questions within one memory principle box, you are using 
the principle of memory consistently and effectively. A YES answer indicates that you will benefit 
by learning to use this principle of memory more effectively when you study. The more YES answers 
you have, the greater the need to add this principle of memory to your learning strategies or study 
techniques. 


| Reflection Writing 2 CHAPTER 2 


On a separate piece of paper or in a journal, summarize your results on the Memory 
Principles Inventory. Which principles do you use effectively on a regular basis? Which 
principles do you use only sometimes or only on occasion? Which principles have you not 
yet used effectively and need to learn to use on a more consistent basis? 


Twelve Memory Principles 


5 


Learning, as you have seen, is a complex process. Many mental processes are 
involved in moving information into long-term memory and then retrieving 
that information when you need it. The following twelve memory principles 
can help you process information more efficiently through all the stages of 
information processing. These principles, when used consistently throughout 
the learning process, result in a stronger, more efficient memory. The memory 
words SAVE CRIB FOTO will help you remember all twelve principles; each 
letter in the words represents one of the memory principles. 


Twelve Memory Principles (SAVE CRIB FOTO) 


1. Selectivity involves selecting what is important to learn. 
2. Association involves associating or linking new information to something 
familiar. 
3. Visualization involves picturing in your mind the information you are learning. 
4. Effort on your part is essential for learning. 
5. Concentration is necessary when you study. 
6. Recitation involves repeating information verbally in your own words. 
7. Interest must be created if it does not already exist. 
8. Big and little pictures involves recognizing levels of information. 
9. Feedback in the form of self-quizzing checks your progress. 
10. Organization involves logical reordering of information. 
11. Time on task refers to the time dedicated and scheduled for learning. 
12. Ongoing review promotes practice retrieving information from memory. 
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Ww Exercise 2.4 Learning the Basics 


Before you begin reading the details about each memory principle, try learning 
the basic labels for each of the twelve principles of memory. This will help you 
“set up the schema’ for the information you will be reading. Use the short clue 
below each line and the initial letter of the word to help you list the twelve princi- 
ples of memory. Try to complete this without looking at the list of principles. 


a 


Sree: C F 
(Picking and choosing) (Focusing) (Self-quizzing) 
A R Oo 
(Linking ideas) (Explaining out loud) (Structuring logically) 
1 hrs ade sion ol a 2 | Whetuall* Aig eee sal Ti deal i oe ee ee 
(Seeing it in your mind) (Enjoying) (Using minutes and hours) 
| ee rae ieee ee se | = Se Da en eS Pe O 
(Trying hard) (Concepts and details) (Repeated practice) 
Selectivity is the process of separating important main ideas and details from 


Selectivity 


a larger body of information. Learning everything—every detail, every example, 
every word—is not possible and certainly is not reasonable. You as the learner 
must continually evaluate the importance of information and strive to pick out 
only that which is significant. Units III and IV of this book help you improve 
your selectivity skills as you learn to decide what to survey in chapters, what to 
highlight, what to write in notes, and what importance to place on various study 
tools. In each case, you will be honing your skills in identifying and pulling out 
main ideas and supporting details. The process of learning is greatly simplified 
when you reduce the amount of information that needs to be placed in your 
memory system and you place appropriate information into memory. 


| SAVE CRIB FOTO 


Association Association is the process of linking 
two or more items. The long-term 
memory system is organized around 
schemas or clusters of related infor- 
sAVE CRIB FOTO mation. This system of organization 
is based on interconnections or asso- 
ciations. Sometimes when you try to 
recall something from memory you 
can go straight to the information 
and have an immediate answer. 
More frequently, however, a mem- 
ory search involves thinking your 
way to the information by associat- 
ing or linking ideas. One idea serves 
as a retrieval cue for another idea. 
The mnemonic (memory trick) 
for the twelve principles of memory 
is an association that uses the words 
SAVE CRIB FOTO. This mnemonic 
links the twelve principles of mem- 
ory to each of the letters in the 
mnemonic and serves as an effective 


Which Principles of Memory could a 
marketing expert use to prepare a pol- 
ished presentation to her (his) clients? 


Visualization 


SAVE CRIB FOTO 
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retrieval cue for you to name all of the principles of memory. Learning the 
mnemonic helps you learn the twelve principles of memory more quickly. 

You can use many kinds of associations in the learning process. You may 
link a concept or specific details to a picture that you create in your mind or a 
diagram that appears in your textbook. You may also link a concept or details to 
familiar information that you already have in schemas in your long-term mem- 
ory. You can associate new information to existing schemas by asking yourself 
the following questions: 


What do I already know about this subject? 


How is the new information similar to or different 
from something I already know? 


Frequently information that you are studying is already paired, so the asso- 
ciation is automatic. For example, if you are studying a list of vocabulary words 
and their meanings, an automatic pairing exists. After sufficient rehearsal, 
naming one of the words works as a retrieval cue for the definition. Reverse 
rehearsal should also be done. When you see or hear the definition, it should 
work as a retrieval cue to the vocabulary word. Recognizing and studying this 
association will make the learning of new vocabulary words, or any paired 
information, much easier. 


Visualization is the process of making pictures in your mind. It is a valuable 
skill for several reasons. Information that is mentally pictured is easier to com- 
prehend and recall. Long-term memory is strengthened when two sensory 
channels (such as auditory for reciting and visual for visualizations) are pro- 
cessing information. Also, mental pictures are stored in one side of the brain 
(the right hemisphere) and words in the other (the left hemisphere). Using visu- 
alizations to aid in processing information activates your entire brain. The 
result is better memory skills 

The process of visualization can be used with both printed words and pic- 
tures or graphic information. Some visual learners have the ability to recall or 
picture information in the form of printed words. These visual learners can see 
“in their mind’s eye” the textbook page, the specific flash card, the line of notes, 
or the information written on a screen in the classroom. The information is 
recalled in the form of words, numbers, or letters such as in formulas. This 
printed form of visualization can be strengthened by adding colors to the 
words, letters, or numbers. It may then be strengthened even further by associ- 
ating the information with pictures or graphics. 

Visualizing images in the form of objects, scenes, or complete story line 
sequences, such as seeing “movies in the mind,” is a valuable skill you can learn. 
As mentioned, you can improve both comprehension and recall by consciously 
using visualization. If you are just beginning to learn to visualize what you read, 
begin by visualizing individual objects. Examine the object closely; pay atten- 
tion to size, color, shape, and position. Then close your eyes and try to “see the 
object on the inside of your eyelids.” Open your eyes and compare your visual 
image to the actual object. 

Now practice visualizing larger pictures. Use the technique described above 
to visualize a larger picture such as a photograph, a map, a graph, or a chart. 
Focus on visually memorizing the main features or the “skeleton.” Once the 
skeleton image is clear, “zoom in” to work on remembering the smaller parts or 
details. Each time you encounter visual materials in your classes, take the time 
to work with creating the visual image of the material in your mind. 

The final form of visualization is to create movies in your mind. This process 
works with units of information that are processed through time. Many good 
readers automatically start the “cameras rolling” when they begin reading. The 
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story unfolds on the movie screen in their minds. This is the same process that 
you should activate when you read textbooks. The movie may not be as action 
filled as a movie in the mind that you create when reading a novel, but it will 
serve as a retrieval cue for information at a later time. For some people, visual- 
izing during the reading process is not automatic; effort and intention are 
required to create the visual images. Time spent creating movies in the mind 
and rerunning the movies as a way to review is time well spent. 


Effort, driven by motivation and determination, is needed throughout infor- 
mation processing. Taking information in, rehearsing it, and retrieving it all 
require effort. Many of the study tools you will use to help boost your memory 
will not necessarily be seen by teachers or be graded. You are the one who 
decides whether such study tools will help you learn; you create your own learn- 
ing activities for yourself, not because they are “required.” 

To avoid losing information during the learning process, consciously make 
the effort to learn and retain information. You will be rewarded with more 
thorough learning, a greater sense of satisfaction, and better grades. 


Concentration, the process of focusing the mind on only one task or item, 
results in uninterrupted thought processes and more efficient learning. You will 
learn important techniques for setting the physical stage and the mental stage 
for good concentration (see Chapter 5). Being able to control your concentra- 
tion enables you to create the ideal setting for receiving sensory information 
and moving it through the stages of information processing. Your mind has to 
be alert and focused on the task at hand. Strive to block out internal and exter- 
nal distractors. Concentration is an essential mental discipline that enables you 
to make optimum use of your valuable time. 


Recitation is the process of verbalizing what you are learning or have already 
learned. When you recite, remember to use your own words in the form of com- 
plete sentences to explain the information as clearly as possible. Imagine that 
you are trying to explain the information to a friend who is not familiar with the 
subject. Pay attention to areas that seem a little “fuzzy.” This is feedback to you 
that you need to go back to the sources of your information to check for accu- 
racy and additional details. 

Some students are uncomfortable with reciting because they are not used 
to talking out loud to themselves and thus feel that others will think they are 
“weird.” Nevertheless, an increasing number of teachers and students recog- 
nize the value of reciting and encourage this process of verbalizing. Reciting is 
valuable in studying because it provides you with immediate feedback so that 
you know whether you are really understanding information. As you recite, you 
activate your auditory channel, which strengthens the path to your long-term 
memory. Reciting keeps you actively involved; active learning leads to better 
concentration and comprehension. As you recite in your own words, your 
focus is on understanding rather than on rote memory. You are personalizing 
the material. 

Students who have difficulty expressing their ideas in class or on paper will 
especially find value in reciting what they are studying. Frequently, all that they 
need is the opportunity to put ideas together coherently when there is not a time 
element involved such as occurs during class discussions or tests. Practice 
expressing ideas in complete sentences prepares students ahead of time and 
increases the level of familiarity with information prior to the class discussion 


or test. 


ARAN 
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UNIT ONE Understanding How You Frocess and Learn 


Interest is exhibited through feelings of curiosity, fascination, enthusiasm, and 
appreciation. Learning new information about areas that you “love” is usually 
easy; you have genuine interest working for you. Unfortunately, you will be 
required to take some courses in which you have not developed an interest. 
Your task, then, is to generate an interest so that your learning is more enjoy- 
able and less stressful. 

You can create an interest by looking for a value or a purpose in knowing 
the information, by using new study techniques to learn the information, or by 
asking another student or several students to join you in a study group so you 
can learn together. You can also locate someone who is knowledgeable or works 
in the field you are studying and ask that person what drew him or her to the 
field. Checking out books, videos, or cassettes that are related to the topic you 
are studying may give you a new, more appealing perspective on the topic. 

On a more personal level, you may wish to examine your attitude toward 
the subject to see if your dislike or lack of interest is related to a previous expe- 
rience or past incident in the class. Take time to identify what you do like about 
the subject. Emphasize and strengthen the positive aspects rather than focus- 
ing on the negatives. 


Big and little pictures is based on the understanding that learning requires the 
use of at least two levels of information. One level is the “big picture,” which is 
the general concept or category of information. For example, the subject of con- 
centration is a big picture. To really understand the concept of concentration, 
however, you need to know another level of information, the specific details, or 
the “little pictures,” that together create this concept. These details include a 
definition, the uses of concentration, its effects, how it works, and specific 
strategies. 

To get a sense of these two levels of information, draw a circle in the center 
of your paper. This circle represents the main idea or the general category of 
information. (This is a schema.) Surround the circle with details that relate to 
the topic in the center of the circle. Then categorize information into lists with 
the category (big picture) at the top of the list. 


detail 
detail Category or Heading 
detail detail Big Picture 
ee We seen 
detail Big Ree eect Little 

A etai : 

Picture 3. detail Pictures 
4. detail 
detail detail 5. detail 


detail 


This principle of big picture-little pictures is sometimes also referred to as 
the “forest and the trees.” If you focus only on seeing the forest, you miss the 
meaning and the beauty of the individual trees. If you focus on only a few 
individual trees, you do not see that all the trees create a much larger group, the 
forest. 

Learning new knowledge is similar to the idea of the forest and the trees. 
If you place too much emphasis on the details, you may fail to see their 
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relationships to each other and to larger concepts. If you focus only on finding 
the main ideas, you are left without the specific details that support or prove the 
main idea. 

The principle of big picture-little pictures is used frequently when you 
study. Each time you highlight, take notes, rearrange information, or make 
mappings, hierarchies, or outlines, you are using this important principle of 
memory. 


Feedback is the process of verifying you have learned or of recognizing that 
you have not learned specific information. The most useful feedback occurs 
when you use self-quizzing or self-checking when you study. If you are involved 
in marathon studying or cramming, you do not have sufficient time for feed- 
back. The main feedback from cramming comes after you have taken a test. 
Feedback should occur frequently before test time. 

Several study techniques can provide feedback as you are learning. Reciting 
is the most frequently used form of feedback. You can use reciting after you 
read a paragraph, underline, take notes, practice from flash cards, or use other 
visual study tools. Writing summaries can be effective feedback. At the end of a 
section in the chapter and again at the end of the entire chapter, practice writ- 
ing a summary of what you have read (and highlighted or placed in your notes). 
For this to be true feedback, attempt to write your summary without looking at 
your notes or your book. Then check your accuracy by comparing the summary 
to your notes or the book. 

You can also draw mappings or pictures without looking at your notes or the 
book. Compare your drawings to the original. Check your accuracy, and add 
any details you missed when you drew from memory. This same process can be 
used to reproduce the visual mappings found at the beginning of each chapter 
in this book. Finally, as you work through a chapter, write your own test ques- 
tions. Once you have finished the chapter, quiz yourself. This gives you feed- 
back that is similar to the feedback you receive during tests. If the chapter has 
chapter questions, sample exercises, or quizzes, complete them even if they are 
not assigned. This extra effort will provide you with feedback that can help you 
focus your attention on areas that need additional work. 


Organization refers to a meaningful, logical structure or arrangement of ideas. 
Organization as a principle of memory does not refer to organizing furniture, a 
study area, notebooks, or assignments. 

If you sit at a computer keyboard and begin punching in random com- 
mands and information, the computer may not accept what you have entered. 
The mind works in much the same way. You must organize the information you 
want to put into your long-term memory in a meaningful, logical way if you 
want to access it later. When you try to retrieve information from long-term 
memory, your mind searches through the different “files” of information you 
have stored. If you “threw everything into your memory” without filing it prop- 
erly, or without associating it with clusters of information, you would have dif- 
ficulty locating the information you thought you had learned. 

This principle of organization explains why rote memory of small, individ- 
ual facts is not very reliable. Rote memory involves repeating a fact or detail in 
the exact words each time. Information learned through rote memory may be 
in your long-term memory but may be difficult to find. If a teacher asks you a 
question that is stated differently from the way you memorized the informa- 
tion, you will not be able to use the memorized detail effectively. You may not 
even recognize that the question and what you learned are related. 


Time on Task 
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The order in which information is presented in a textbook or a lecture may 
not be the most logically organized way to study the information. Elaborative 
rehearsal often involves rearranging the information into more concise and 
logical ways. 

The following six ways are often used to rearrange information for more 
effective studying: 


1. Place the information in chronological order to show the sequence of events 
over a period of time. 


2. Categorize the information. Look for logical groupings within the informa- 
tion you are studying. Rewrite the information into lists. 


3. Place the information alphabetically in lists or groups. 


4. Rearrange the information into a visual graph or visual study tool. This may 
include organizing the information into a visual mapping, a hierarchy, a 
time line, a comparison chart, or a flow chart. 


5. Organize the information around a visual graphic, which may be any kind 
of picture. The picture becomes the point of focus. The words are used as 
labels for the visual graphic. 


6. Organize the information into a set of Cornell notes, outlines, or flash cards. 
Flash cards will be discussed in Chapter 7. Cornell notes will be explained 
in Chapters 9 and 10. 


Time on task refers to the amount of time you spend involved in the learning 
process. There is a high correlation between the amount of time spent studying 
and the grade earned in a course. Students who spend too little time studying, 
for whatever reason, tend not to do well in the class. Students who spend ample 
time on the task of studying tend to show greater success. Chapter 3 discusses 
time-management strategies; however, one strategy that is valuable to know at 
this time is the 2:1 ratio. The 2:1 ratio states that for most college courses, suf- 
ficient time on task will occur if you study two hours for every one hour in 
class. If your class meets for three hours a week, study six hours per week for 
that class. 

How you spend time on task is also important. If you overload your mem- 
ory system by trying to study too much information at one time or for a time 
period that is too long, the ability to comprehend and remember what you have 
read decreases. An ideal study block for adults is a fifty-minute period of con- 
centrated studying. Then, if you wish to study for more than one hour, take a 
ten-minute break. Avoid studying for more than three hours in a row. 
Marathon studying, also known as massed studying, occurs when you try to 
study for more than three hours in a row. Marathon studying in most cases is 
ineffective. Distributed practice, or distributed studying, is much more effec- 
tive; with this method, studying is done in several different study blocks spread 
throughout the week. 


Ongoing review, or practicing what you have stored in long-term memory, 
makes information much more accessible and easier to retrieve quickly. The 2:1 
ratio is recommended because it usually provides you with “extra” time to use 
each week to review previously studied information. You should never be idle 
during a study block or be able to say, “I have nothing to study.” When you apply 


ongoing review, information remains active and fresh in your mind, and you 
can avoid last-minute cramming. 
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QB EXERCISE 2.5 Matching Principles to Descriptions 


Match the principles below with the descriptions at the right. On the line, write 


the letter from the list at the right to show your answer. 
1. 
Za 


3: 


11. 


12. 


Selectivity 
Association 
Visualization 
Effort 
Concentration 
Recitation 
Interest 

Big Picture-Little Picture 
/ 

Feedback 
Organization 
Time on Task 


Ongoing Review 


a. I practice and review information by saying it 


out loud, in my own words, and in complete 
sentences. 


. I use self-quizzing to verify that I am learning 


new information. 


. IfI do not have a genuine interest in the subject, 


I find ways to create an interest and curiosity. 


. I link new information to old information, to 


other concepts, or to pictures. 


. Luse strategies to keep my mind focused on the 


material I am studying. 


. I schedule ample time to study, rehearse, make 


study tools, and review. 


. I practice retrieving information from memory 


on a regular basis. 


. I make pictures or movies in my mind for the 


information I study. 


i. I carefully select the main ideas and important 


details to study. 


j. I look for the larger concepts and the smaller 


details of information I study. 


. I personalize the learning process by rearrang- 


ing information in logical, meaningful ways. 


. Lam motivated and do more than the instructor 


assigns so I can learn information thoroughly. 
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SN Exercise 2.6 Critical Thinking 


1. Draw and label the Information Processing Model. 


2. Insert the following words in the appropriate places where they occur in the above drawing: 


practice path inactive path 
schemas outcomes 
imprinting review 

sensory stimuli unlimited capacity 
self-quizzing trap door 

limited capacity learning path 


3. Use the numbers below for each of the twelve principles of memory. Place the numbers on your model 
to show where each memory principle is actively used. Numbers may appear in more than one place. 


1. Selectivity 7. Interest 

2. Association 8. Big and Little Pictures 
3. Visualization 9. Feedback 

4. Effort 10. Organization 

5. Concentration 11. Time on Task 

6. Recitation 12. Ongoing Review 
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Bw EXERCISE 2.7 Case Studies 


Each of the following case studies describes a student situation. Read each case 

study carefully, highlighting key ideas or student issues. Then answer the 

question that ends each case study. In your response, address the key points that 

you highlighted and that relate directly to the question. Use complete sentences in 

your answers. These case studies are also available online; you can email your 

response to your instructor or print a copy of your work online. 
rd 

1. By the end of the week, Curtis needs to read a thirty-page chapter and be prepared to discuss it in 

class. Curtis does not enjoy this textbook or course, so he tends to procrastinate about the assign- 
ments. Finally, the night before class he finds two hours to spare, so he reads quickly through the 
chapter to get an overview. He jots down a few words, phrases, and main ideas and shoves the list in 
his book so he will be prepared for the class discussion the next day. Instead of a class discussion, how- 
ever, the instructor gives a short quiz. Curtis answers only two out of ten questions. What principles 
of memory did Curtis ignore when he read the assignment? 


2. Damon knows he learns best when he can discuss information with others. He will have a midterm in 
one of his classes in two weeks. Damon asks other students in class to join him in a study group. His 
enthusiasm and understanding of the subject attract many students to his study group. What princi- 
ples of memory does Damon implement in this approach to prepare for his midterm? 


3. Elena uses flash cards to learn the definitions for the vocabulary terms in her Anatomy and 
Physiology 201 course. Within the first four weeks of the class, she already has more than one hun- 
dred cards. She sets aside time each week to review all of the cards. She reads the front of each card, 
recites the definition, checks her answer with the back of the card, and sorts the cards into piles 
labelled “correct” and “incorrect.” She then makes a stronger image or an association for the cards in 
the “incorrect” pile; she tries reciting again. Regina also makes flash cards for the class, after she reads 
each chapter. She puts her flash cards in an envelope so they are available when she studies right 
before the test. What principles of memory does Elena use that Regina does not? 
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@e Exercise 1.7 LINKS 


In Chapter 1 (page 25), you learned the basic techniques for making a visual mapping. In the following 
visual mapping of the Information Processing Model, notice how key words or short phrases branch 
from each of the main ideas and how the words are on a horizontal plane instead of slanted, sideways, or 
upside down. 


linguistic 
motor 
trap Rehearsal 


The 
Information 
Processing Model 


rote memory 
Vs. 

elaborative 

rehearsal 


Feedback C inactive 


co Sensory 
Input 


Retrieval 
Path 
LIM 
practice 
retrieving 


“proof” 


The following visual mapping uses pictures to represent each of the principles of memory. Complete this 
mapping by adding your own key words or phrases to branch off the main ideas (the pictures). 


ae Visualization 
Association 


A 
y Effort 
Selectivit 
Ongoing - 


Concentration 


Review Twelve 
SMTWTFS Memory Recitation 
Principles 


Time Interest 


on Task “7 


Organization Big Picture and 


Little Pictures 


oe f OS 
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CHAPTER 2 


On a separate piece of paper or in a journal, discuss specific strategies you plan to use to 
move information across the rehearsal path and later the retrieval path. Include terminol- 
ogy from this course in your answer. 


SUMMARY 


@ The six-part Information Processing Model 
explains how information is learned. 


® The memory phrase SAVE CRIB FOTO is a way 
of remembering the twelve principles that can 
be used to strengthen your memory. 


1. Sensory input is received from stimuli in the 
environment. 1. Selectivity 

2. Short-term memory briefly stores the infor- 2. Association 
mation. 3. Visualization 

3. Information moves along the rehearsal path, 4. Effort 
where it is practiced. 5. Concentration 

4. Information that is not yet learned is re- 6. Recitation 
routed through the feedback loop. 7. Interest 

5. Effectively learned information is imprinted 8. Big picture-little pictures 
and stored in long-term memory. 9. Feedback 

6. When learned information is needed, it is 10. Organization 
pulled out of long-term memory and moved 11. Time on task 
along the retrieval path. 12. Ongoing review 

) ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 


aaaam, links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 
If you are working on your own computer, bookmark this web site. 


LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 2. Your instructor may assign one or 
more specific options or may ask you to select one or more options that interest 
you the most. 


1. Expand the Chapter 2 mapping on page 29. Notice that the name of the chapter appears in the center 
and each of the chapter headings extends outward from the center of the mapping. Copy this struc- 
ture on a blank piece of paper. Reread the information under each heading in your textbook. Extend 
branches on the mapping to show important key words or phrases for each heading. You can add pic- 
tures and colors to your mapping to accentuate the points. 


UNIL ONE Unaerstanding HOW rou FYOCESS AMG LLGITL 


2. Create an interesting brochure that explains the twelve principles of memory. Provide “helpful hints” 
that suggest ways students can apply the principles of memory to their courses. Include the source of 
the information and your name on the brochure. Your brochure should be ina finalized form; it may 
be printed for distribution to other students. 


3. Use the Internet to locate an informative web site for any one of the following topics: 


cognitive psychology learning theories Information Processing Model 
short-term memory long-term memory rote memory 

elaborative rehearsal schemas imprinting in memory 
neurotransmitters cramming distributed practice 
visualization recitation ongoing review 


Print the information. Prepare a short presentation or a written summary of the most significant 
information. In your presentation or summary, explain how the contents of the web site relate to the 
content of Chapter 2. 


4. In Chapter 1 on page 16, you learned how to make a comparison chart. Make a comparison chart for 
the Twelve Principles of Memory. Include the following two columns, plus any other columns you 
think would be valuable. You may add colors and pictures to your chart. 


5. For one week, keep a study log each time you study. At the end of each study session, list the Principles 
of Memory that you used actively during that study block. Add to your log comments that discuss any 
study patterns you see. Which of the Principles of Memory do you ignore or use infrequently? Which 
do you use often? 


Principle Definition 


Selectivity 


a 
Association 


6. Form a study group with three or more students to meet outside class to review the content of this 
chapter. In addition to the review work, spend time discussing ways to implement the Information 
Processing Model and the Twelve Principles of Memory while studying for this course. Write a sum- 
mary paper discussing the highlights of your study group. 


7. Create a study tape for Chapter 2. On your tape, summarize or explain the most important points of 
the chapter that you need to learn. This tape will serve as an excellent review tape later in the term. 
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CuapteR 2 REVIEW QUESTIONS 


True-False 


Carefully read the following sentences. Pay attention to key words. 

Write T if the statement is TRUE. Write F if it is FALSE. 

1. Short-term memory holds all sensory stimuli until they are learned. 

2. The feedback loop is used to practice retrieving information from long-term memory. 
3. Practice is needed in the rehearsal and retrieval stages. 
4 


Information that is well organized in long-term memory is believed to be organized 
around clusters of related information. 


5. The principle of ongoing review is needed on the retrieval path of the Information 
Processing Model. 


The principle of effort is used in more than one stage of the Information Processing Model. 


Self-quizzing should be included in study strategies used on the rehearsal path. 


s 


/The memory principle of organization refers to having an organized work area, notebook, 
and class notes. 


9. Relating new information to old information involves the principle of association. 


10. The principle of time on task recommends that you use distributed practice when you 
study. 


11. Marathon studying is different from mass studying because mass studying always lasts 
longer. 


12. The principle of organization is used when information is rearranged in a meaningful, log- 
ical way. 


13. If a person reads rapidly and does not remember what he or she read, his or her 
short-term memory system may have been overloaded. 


14. The memory principles of time, effort, interest, and association are used during elabora- 
tive rehearsal. 


15. When you do a memory search, retrieval cues in the form of words or pictures can assist 
you in locating information in your long-term memory. 
Fill-in-the-Blank 


You may refer to the list of “Terms to Know” on page 29. Write one word on each 
line to make an accurate and complete sentence. Do not use any word more than 


one time. 
1. Sensory carry messages into short-term memory. 
an carry information into our memory systems through the form of neuro- 


logical impulses. 


3. When the 2:1 ratio for studying is used effectively, a student should have time each week to use the 


review. 


memory principles of on task and 


Jb 


UNIT ONE Understanding How You Frocess and Learn 


4. _ memory has a limited capacity and duration. 

5. Comemory occurs when understanding or meaning is not attached to infor- 
mation as it is memorized. 

6. Information that you do not attend to in ________-term memory is “dumped.” 

Tadic eee See is ammactive path that returns amormna. 


tion to short-term memory. 


5 ee ee, CCS «when study, blocks are aspread 


throughout the week. 


9. The memory principle of ____~~——SSS—SCCC_sSDis used when information is rewritten into cate- 


gories, visual mappings, or chronological order. 


10. The memory principle of _________~—=—SS—_sSOis used when a student ignores the ideas and 


details that are not essential for understanding the big picture. 


Short Answer and Critical Thinking 
Use complete sentences to answer the following: 


1. Give several reasons why some sensory input never reaches long-term memory. 


2. Explain the differences between rote memory and elaborative rehearsal. 


3. Give at least three reasons why recitation is a powerful memory-boosting strategy. 
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Managing 
Your Time 


Terms to Know 


pie of life 
Balancing Using Increase—Decrease 
Your Life Schedules Method 

term schedule 

weekly schedule 


circadian rhythms 
daily schedule 

task schedule 

Qi (ratio); 
distributed practice 
marathon studying 
massed practice 
flex study blocks 
trading time © 


Managing 
Your 
Time 


Creating 
Applying a Weekly 
Time Management Time-Management 


Schedule 


Time management, perhaps the most essential of all study skills, is an organized 
method for planning the use of your time to achieve goals. Learning to use time 
management to balance your academic, work, and leisure time leads to greater 
productivity, more successes, and less stress. Using four different kinds of 
schedules, including a comprehensive weekly schedule, puts you in control 

of your life. 


57 


58 UNIT TWO _ Preparing Yourself for Optimal Learning 


CHAPTER 3: Man 
oc, SRR 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 

ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


YES NO 


. Luse a weekly schedule to organize my studying, work, and social lives. pe a eee: 
. Friends and family often take priority over my study time. 


. I try to make each scheduled day different so I do not get bored. 


WN 


I often study for three hours or more in a row so I can stay current with my 
reading and homework assignments. 


. Lusually study two hours during the week for every one hour in class. 
. I schedule specific times to study during the weekend. 
. [know the times during the day when I am the most mentally alert. 


5) 

6 

7 

8. I study my least favorite subjects at night. 

9. Lavoid time management because I prefer to be spontaneous. 
0 


. [have a consistently established routine that is easy for me to follow. 


| Reflection Writing 1 CHAPTER 3 
On a separate piece of paper or in a journal, do the following: 


1. Discuss your profile score for this chapter. What was your score? What does it mean 
to you? 


2. How do you currently feel about time management? What successes and problems 
have you had with time management? Give details. 
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As a student you will need to continually balance three main areas in your life: 
school, work, and leisure. School includes attending classes; completing home- 
work assignments; studying on your own, with a partner, with a tutor, or ina 
study group; developing study tools; using ongoing review; and preparing for 
tests. School may also include involvement with athletics, student government, 
or student organizations. Work includes a part- or full-time job, volunteer work, 
and any personal responsibilities such as parenting, household chores, and 
running errands. Leisure includes time with family and friends, recreational 
activities, personal hobbies, or personal time to relax or pursue special inter- 
ests. How you spend your time in these three main areas depends on your goals, 
needs, and interests. Feeling confident, fulfilled, happy, challenged, and in con- 
trol are signs that you have achieved an effective balance in your life. Frequent 
bouts with negative feelings, self-doubt, resentment, or a sense of a lack of 
control are signs that you need to examine and rebalance the three areas of 
your life. 


The pie of life is a graphic representation that shows how much time you ded- 
icate to each of the three main areas of your life: school, work, and leisure. A 
balanced pie is not necessarily divided into three equal parts; the amounts of 
time dedicated to school, work, and leisure vary according to an individual's cir- 
cumstances, goals, and values. A student who is not working or not living with 
family members will have a different pie of life than a student who has a job or 
family responsibilities. The first circle below shows a pie of life divided into 
three equal parts. Divide the second circle into a pie that shows the estimated 
amount of time you spend per week in each of the three areas of life. In the last 
circle, adjust the lines to show your ideal pie of life. 


Pie of Life Your Current Pie Your Ideal Pie 


Achieving your ideal pie of life requires a willingness to examine the ways 
you currently use time and a commitment to try new strategies that will 
improve your time management and goal-setting skills. Change is not always 
easy, but the benefits of having a more balanced life make it rewarding. 
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Increase-Decrease —_ There are only so many hours ina week. If your pie is unbalanced, you have two 
Method choices. First, you can learn new strategies to use your time more efficiently. 
si The study strategies you will learn to use in this textbook can result in more 
effective studying, thus reducing or eliminating time-consuming, ineffective 
techniques. You can use this same concept to look for ways to perform tasks 
such as shopping, household chores, or errands more effectively and efficiently. 
Second, you can use the Increase-Decrease Method to change the boundaries 
in the pie of life by expanding or increasing any section of the pie that needs 
more time. To do this, you will need to decrease one or both of the remaining 
sections of the pie. The following chart provides you with options for adjusting 
the boundaries of your pie of life and helping you get closer to the balance 
you seek. 


h 


Using the Increase-Decrease Method to Balance Your Pie 


Problem Possible Solutions 


Too Little Time for | 1. Reduce the amount of time spent on other leisure activities. 

Family or Friends | 2. Explore reducing or changing work hours, if possible. 

. Reduce the hours spent on chores by seeking more help from other members 
in the household or by using goal setting to do chores more efficiently. 

. Reduce school hours by taking fewer classes, if possible. 

. Reduce time spent studying by learning more efficient study techniques. 


Too Little Time for | 1. Reduce social time; make school a greater priority. 

School 2. Maintaining some social time is important, but consider creating more 
“meaningful” or “quality” social time and eliminating the less significant time 
spent with friends or family. 

. Reduce work hours, if possible, to make more time for studying. 

. Consider applying for scholarships, financial aid, grants, and/or loans to 
replace income if you reduce your work hours. 

5. Reduce the number of classes you are taking so you have enough time to do 

well in fewer classes. 

6. Examine the combination of classes you are taking; consider alternative 

classes if all your classes have heavy reading or writing requirements. 

7. Learn time-management techniques to make better use of your time. 

8. Use the self-discipline needed to study during study blocks allocated on your 

time-management schedule. 


Too Much Leisure . Increase school time by adding another class. 


Time . Increase work hours, if possible, or volunteer your time at a local agency or 
community program. 

. Pursue new hobbies or set new goals. 

4. Get involved with campus or community organizations. 


Noe 


eX) 
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BW EXERCISE 3.1 Estimating How You Spend Your Time 


Estimate the number of hours you spend on the following activities during the 
school week (Monday through Friday) and on the weekend (Saturday and 
Sunday). For activities that fit in more than one category, count them in only one 


of the possible categories to avoid duplication. 


Monday Through Friday 


Estimated hours 


Daily routines 


Saturday and Sunday 


Estimated hours 


1. Getting ready in the morning 1. Getting ready in the morning 
2. Commuting 2. Commuting 
3. Preparing and eating meals 3. Preparing and eating meals 
4. Sleeping 4. Sleeping 
>..Other: 5. Other: 
Total hours: Total hours: 
School 
1 ieclass 1. Inclass 
2. Reading and studying 2. Reading and studying 
3. School activities/sports 3. School activities/sports 
4. Special meetings 4. Special meetings 
5. Other: Sb Otnier: 
Total hours: Total hours: 
Work 
1. Employment 1. Employment 
2. Household chores 2. Household chores 
3. Volunteer work 3. Volunteer work 
4. Child care 4. Child care 
5. Errands 5. Errands 
6. Other: 6. Other: 
Total hours: Total hours: 
Leisure 
1. Socializing with friends 1. Socializing with friends 
2. Family time 2. Family time 
3. Talking on the phone 3. Talking on the phone 
4. Watching television 4, Watching television 
5. Using the Internet 5. Using the Internet 
6. Recreation/exercising 6. Recreation/exercising 
7. Quiet, personal time 7. Quiet, personal time 
8. Hobbies/special interest 8. Hobbies/special interest 
9. Listening to music/playing video 9. Listening to music/playing video 
games, etc. games, etc. 
10), Other: 10. Other: 


Total hours: 


Ota HOULSS ee 
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Summarize your total hours for each of the following categories. Note: We all 
have 168 hours in a week. Your hours for the weekdays should not total more 
than 120; your hours for the weekend should not total more than 48. 


Weekdays Weekend Total 
Daily routines hours hours Shs. hours 
School hours hours go et OUI 
Work hours hours aan NOULS 
Leisure hours hours 2 hours 


QB Exercise 3.2 Recording Time Expenditures 


Keep a log of the way you spend your time for seven days. Use the same categories 
that appear in Exercise 3.1. Compare your actual use of time to your estimated 
use of time. Compare the results of Exercises 3.1 and 3.2 in a short summary 
paper. (A form to use for logging your time expenditures for the week is available 
on the Chapter 3 web site for this textbook.) 


Using Schedules 


Which kinds of time-management schedules could 


you create on a computer? What are the advantages 


of creating your schedule on a computer? 


Well-designed schedules serve as road maps to 
guide you through the term, through the week, 
and through each day. Rather than being at the 
mercy of time, you take control of it. With sched- 
ules, you create goals and plans for how you wish 
to spend your time. If you like to be spontaneous 
and unstructured, you can schedule leisure times 
without any specific plans in mind. When you 
reach your leisure time on your weekly schedule, 
you can do whatever you feel like doing at that 
moment; it is your time for spontaneity. If you like 
to structure and work with detailed plans, on your 
weekly or daily schedule you can specifically 
name the tasks or activities that you plan to com- 
plete in areas such as chores, social life, work, or 
school. Even though your time-management 
schedules can reflect your individual preferences, 
goals, and lifestyle, they have one thing in com- 
mon: they are plans for managing and controlling 
time in order to achieve greater personal success. 


Four Types of Time-Management Schedules 


in 


A term schedule provides you with an overview of important dates for the entire 


Cerin: 


. A weekly schedule provides you with a plan that allocates time blocks for school, 


work, and leisure activities. 


. Adaily schedule provides you with a quick reference guide for the day that may 


be more specific than the weekly schedule. 
A task schedule provides you with a goal or goals to achieve during a specific 


block of time. 


Copyright © Houghton Mifflin Company. All rights reserved. 


49) Term Schedule 


Copyright © Houghton Mifflin Company. All rights reserved. 


CHAPTER 3 Managing Your Time 63 


A term schedule is a month-by-month calendar that shows important events 
and deadlines for the entire term. You can use a regular calendar or a monthly 
planner, or you can create a monthly calendar on a computer and run enough 
copies for each month in the term. At the beginning of each term, create your 
term schedule by adding the following items to your calendar: 


1. Important deadlines, special events, and holidays that appear on your cam- 
pus calendar 


2. Dates for special projects, lab assignments, writing assignments, or reports 
that appear on all of your course syllabi 


3. Scheduled tests, midterms, and final exams that appear on all of your 
course syllabi 


4. Special meetings, workshops, or conferences on or off campus 


a 


. Times available for tutors, study groups, or other kinds of support services 
6. Personal appointments, birthdays, or other special events 


Keep the term calendar in the front of your notebook so you can refer to it 
on a regular basis. Update the calendar throughout the term with deadlines for 
new assignments or significant events. A term calendar is an effective tool that 
provides you with an overview of the term, reduces the chances that you will 
overlook or forget an important date, and serves as a guide when you create 
your weekly schedule. 


Bw Exercise 3.3 Term Schedules 


Use your campus calendar, the syllabus from each of your courses, and your 
personal calendar of events to create a term schedule. Include the six items listed 
in the previous section on creating term schedules. If your instructor does not 
provide you with calendar pages, use any month-to-month calendar, planner, or 
computer software program. 


Weekly Schedule 


Your weekly schedule is a detailed plan designed to bring balance to your life 
in school, work, and leisure activities. For many students, the weekly schedule 
is their guide or anchor to help them maintain a focus, keep their priorities 
straight, and stay on track even when a week may be hectic. With a weekly 
schedule, you will not only be able to plan how to spend your time, but you will 
also be more equipped to monitor and regulate your time and your activities. 
Following a weekly schedule requires careful, realistic planning and then moti- 
vation and self-discipline. Though following a weekly schedule may sound like 
a lot of work at first, many students find that following the schedule quickly cre- 
ates a comfortable, manageable routine in which they can be productive and 
lead more balanced lives. With careful planning, you may be able to find more 
time for studying, for socializing or spending with your family, for other leisure 
activities, or for work. Being your own time manager becomes a lifelong skill 
that will bring you many rewards. 

The example of a weekly schedule on page 72 shows many characteristics of 
an effective time-management schedule. It is organized logically and realisti- 
cally so it is easy to follow. When you design your weekly schedule, incorporate 
as many as possible of the following characteristics of an effective schedule: 


1. The schedule reflects a realistic pie of life balance for you in the areas of 
school, work, and leisure. By planning seven days at a time, you can sched- 
ule sufficient study and review time throughout the week; you can plan 
how much to study rather than studying only when you have an assign- 
ment or a test. You can incorporate your work schedule into your weekly 
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schedule by setting aside blocks of time for household chores and errands. 
You can let your family and friends know when you are available for leisure 
time. The five steps for planning a schedule (pages 68-71) will guide you 
through this process. 


2. The schedule includes time for specific goals you wish to achieve. When you 
have goals that you want to achieve, time to work on those goals is essen- 
tial. For example, if you want to jog three times a week, write letters once a 
week, meditate twenty minutes every day, or spend time in the park with 
your children twice a week, demonstrate the importance of the goal and 
your commitment to it by scheduling it each week. 


3. The schedule provides time for meals, adequate sleep, and exercise. To keep 
your energy high and your physical and emotional health strong, plan to 
slow down to enjoy three meals a day. Put everything else aside and treat 
yourself to relaxed meals rather than meals on the run. Establish a routine 
time to go to bed so your internal clock and your sleep-awake patterns are 
stable and you get adequate rest each night. Plan some form of exercise for 
several days each week or even daily. Look for ways to include more exer- 
cise in your daily routine; for example, park on the outer aisles of parking 
lots and walk greater distances to your classes, to work, or to stores; or take 
the stairs instead of elevators. 


4. The schedule has strong patterns that can easily become routine. Consistent 
patterns for certain days of the week or times of the day make learning a 
weekly schedule much easier. The following examples show several kinds 
of patterns that create consistency: 

a. Monday, Wednesday, and Friday follow one pattern; Tuesday and 
Thursday follow another pattern. 

b. Study blocks for a specific class occur at the same time each day or on 
alternating days; for example, study writing occurs from 2:00 to 3:00 P.M. 
Monday through Thursday, or study math occurs from 8:30 to 10:00 a.M. 
Monday, Wednesday, and Friday. 

c. Consistent times for meals and family time appear on the schedule so 
other family or household members can understand and adapt to the 
routine. 

d. Consistent blocks of time for social, leisure, or recreational activities 
appear on the schedule. 


5. The schedule reflects the individual's learning styles, preferences, and lifestyle. 
For example, if a student is an interactive learner, time to work in study 
groups, with a “study buddy” or partner, or with tutors should appear on 
the weekly schedule. If a student has young children at home or children 
coming home from school in the afternoon, the schedule should include 
study times on campus between classes or when the children are in school 
or daycare, followed by time set aside to be with the children. When possi- 
ble, the study schedule should reflect study blocks during an individual's 
high alertness hours. An ideal schedule reflects effective use of these energy 
and alertness patterns, known as circadian rhythms. 


Circadian rhythms are the physical and behavioral patterns that people 
follow during a 24-hour period. They are biologically triggered by the brain. 
Circadian rhythm patterns involve body temperature, blood pressure, and 
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other bodily functions. The most frequently discussed circadian rhythms are 
the awake-sleep cycles and the alert, high-energy times versus the slumping, 
low-energy times of the day. 


1. Awake-Sleep Patterns. Some people are larks; they go to bed early and rise 
early. They are most alert and focused early in the day; they may prefer to 
use quiet, early morning hours for studying. Larks function well in today’s 
society, which typically begins the work or school day in the morning 
hours. Owls are those people who prefer to stay up and wake up late. Even 
though the owls may function well at night, their circadian pattern often 
does not blend well with their work or school schedules, so they may need 
to adjust their awake-sleep pattern and study hours to fit into the typical 
work or school schedule. 


2. Peak Alertness-Slump Patterns. Circadian rhythms include peak-energy 
and low-energy patterns (slumps) during the day. When possible, schedule 
tasks that require a high level of concentration during your high-energy 
times and tasks that do not require high energy or concentration during 
your low-energy times of the day. You can explore your high- and low-alert- 
ness patterns by completing Exercise 3.4. 


A daily schedule is a specific list of tasks that you plan to achieve over the 
course of a day. This list can include specific homework and review activities; 
chores or errands; and family, social, recreational, or leisure activities. A simple 
index card works well to plan a daily schedule, or you may prefer to use a daily 
planner or organizer. Each night before you go to bed, take a few minutes to 
prepare your daily schedule for the next day’s activities. Keep the schedule in a 
convenient place for quick reference. 


TO DO WED: 

&-9:00 A.M. Study Fay. 
Read & notes for 
pages 95-16 


CLASSES—Regular schedule 


1-3:00 eM. Study Algebra. 


—Redo Ex. 6 #2-5 
—Do Ex. 7 odd numbers 
—Make study flash cards 


—Start laundry 
—Grocery shop 
—Read mail 

—Finigsh laundry 


Task Schedule 


Group Processing: 


A Collaborative 
Learning Activity 
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A task schedule is a step-by-step plan for achieving a specific task in a specific 
block of time. You may use a task schedule to complete household chores more 
efficiently, plan an hour of work at your place of employment, or study pro- 
ductively. For example, if you plan to study math from 10:00 to 11:00 a.M., in 
one or two minutes at the beginning of the study block you can create a plan 
of action—a task schedule—for the study block. Your task schedule becomes 
your goal for the hour. (A goal is a well-defined plan aimed at achieving a 
specific result.) 


_ WED. 10-1100 AM. Study Math 
Review class notes. 
_ Rework class problems. 
Read pages 26-32. Highlight key points. 
Do even-numbered problems onp.33. 
Check answers with anower key. Study 
and rework any incorrect answers. 


ORONS 


Creating a task schedule is equivalent to setting a goal. You identify specific 
steps or tasks to complete within the block of time. If you are not able to com- 
plete all the tasks you scheduled during the study block, you can transfer the 
remaining tasks to your next study block or use a flex block of time (see pages 
70-71). Task schedules are effective for several reasons: 


1. They provide structure for the block of time so you do not waste time try- 
ing to decide what to do or where to start. 


2. They give you a purpose and motivate you to stay on task to achieve your 
goals. 


3. They help you learn to estimate more accurately the amount of time 
required to complete specific kinds of tasks. 


4. They provide a form of immediate feedback at the end of the block of time. 
Your confidence, sense of accomplishment, and feeling of being in control 
increase when you are able to check off the study tasks you completed 
successfully. 


Form groups of three or four students for this brainstorming activity. 


1. Divide a large chart into two columns. In the left column write all the prob- 


lems the members of your group have encountered with managing time. 
List as many different ideas as possible. 


2. After you have a list of common problems, brainstorm to find possible solu- 
tions. Write the possible solutions in the right column. You may provide 
more than one possible solution for each problem. 


3. Be prepared to share your list of problems and possible solutions with the 
class. 
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Y Exercise 3.4 Discovering Your Peaks 
and Slumps 


5:00 a.M.— 7:00 A.M. 


The chart on the right shows typical blocks of time in a 
day. Below is a list of activities. Decide when during 
the day you prefer to do each activity. Write the activity 
number on the chart in the correct time slot. You may 
place an activity in more than one time slot. 


7:00 A.M.— 9:00 A.M. 


9:00 a.M.—10:00 a.m. 


When would you prefer to 


1. concentrate on memorizing FOO MIO OUOon 


2. work on hard math problems 
3. sit and relax 12:00 noon-1:00 p.m. 
4. take a nap 
5. do creative writing 1:00 pM.— 3:00 PM. 
6. do household chores 
7. sit and talk with a friend 3:00 pmM— 5:00 PM. 
8. writea spéech or plan a class presentation 
9. exercise or work out 5:00 p.mM.— 7:00 PM. 
10. do easy review work = eae ear 
11. do problem solving kinds of homework 7:00 pM.— 9:00 PM. 
12. type or copy notes 


13. move around (to avoid becoming too restless 9:00 pM.—11:00 PM. 
or sleepy to sit) 


14. eat a meal or snacks 


11:00 pM.— 1:00 A.M. 


15. organize your notebook, notes, or study 
materials 


Looking for Patterns 


1. Place a symbol on each number in the chart that you completed above. 


On your chart, STAR: 1,2, 5,8, 11 These activities require peak alertness and concen- 
tration. These times are good for you to do the 
“serious studying.” 


On your chart, CIRCLE: | 10, 12, 15 These activities require a lower level of concentration 
but could still be used for some studying. 


On your chart, BOX IN: | 3, 4, 6, 7, 9, 13, 14 These activities require little concentration. These 
are your “slump” hours for studying; try to avoid 
scheduling study blocks at this time of day. 


2. Look for patterns. If a time block has all stars or stars and circles, it could potentially be an effective 
study block for you. If a time block has all boxes, it might be better to use that time for some- 
thing other than studying. If a time block has a mixture of symbols, it could be an effective study 
block if you use effective concentration strategies to keep your mind focused on studying. The 
pattern you identify can help you plan your weekly schedule; however, classes, work schedules, 
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or personal responsibilities may not always make it possible for you to use your most ideal time blocks 


for studying. 


3. What are the times with high levels of concentration? 
What are the times with medium levels of concentration? 


What are the times with low levels of concentration? 


Creating a Weekly Time-Management Schedule 


ee 


Each Sunday spend a few minutes planning your schedule for the upcoming 
week. Keep this schedule in the front of your notebook. Refer to this schedule 
whenever you wish to make new plans or set up appointments. By using the fol- 
lowing steps to create your weekly schedule, you can feel confident that you will 
have a more balanced weekly routine. 


Creating a Weekly Time-Management Schedule 


1. Write in all your fixed activities. 

. Write in your fixed study times for each class. 

. Add several flexible study blocks. 

. Add time for specific goals and other responsibilities. 
. Schedule leisure, family, and social time. 


OW wb 


Step 1: Write your fixed activities. Fixed activities are those activities that 
do not change from week to week, as well as special appointments that cannot 
easily be rescheduled. On your weekly calendar, write the following fixed activ- 
ities in the appropriate time blocks: 

1. Class times 
. Work schedule (employment) 
Meals 


Special appointments 


wie wn 


Sleep 


Step 2: Write your fixed study times. After learning about the importance 
of the memory principles of time on task and ongoing review, you should under- 
stand the importance of making study blocks a high priority on your weekly 
schedule. By using the following time-management techniques for scheduling 
fixed study times, you will be able to allot sufficient time to complete your read- 
ing and homework assignments, create study tools, use elaborative rehearsal, 
and practice retrieving information through ongoing review. 


1. Use the 2:1 ratio, which recommends studying two hours for every hour in 
class, for all of your classes that require reading and homework assignments. 
For example, if your writing class meets for three hours each week, sched- 
ule six hours of studying for the writing class each week. When you first 
begin using the 2:1 ratio, you may think it gives you too many study hours 
per week. Remember, however, that studying in college means much more 
than just doing the reading or the assignments. You want to build in time 
each week to reflect on your work, add quality to your work, create original 
study tools, and use ongoing review. Any time you sit down to study for 
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a given subject and find that you have completed all of the assignments, 
you will be able to enjoy time to self-quiz on previous work and review, 
review, review. This process eliminates later test anxiety or stress and the 
need to cram. 


How should these athletes schedule their practice time 
for the term? Do you think athletes should consider 
athletics as part of school, work, or leisure? 


On some occasions you may have classes that truly do not require the 

use of the 2:1 ratio; you can perform well in the classes and have sufficient 
study and review time with fewer fixed study hours. You may also on occa- 
sion have classes that require more than the 2:1 ratio; perhaps you will 
need a 3:1 ratio for an extremely demanding class. In other words, the 2:1 
ratio is a standard college expectation for the amount of quality time you 
spend studying, but the ratio is not necessarily the most appropriate for all 
classes. 
On your weekly schedule, label each study block to indicate specifically the 
course you intend to study during that time block. Simply labeling a block of 
time “study” does not provide you with a plan that supports your goal of 
using the 2:1 ratio for each class. Instead, that vague label tends to result in 
simply studying what needs to be done at that given time. “Study English,” 
“Study math,” and “Study photography” will provide you with a more effec- 
tive plan of action each time you sit down to study. 


Plan to study one subject for about a fifty-minute block of time. You will 
become more involved with the subject matter if you stay with the subject 
for fifty minutes; you create a “mindset” for the material, establish a good 
level of concentration, and allow time for the information to consolidate or 
register in your memory. Switching to two or more subjects in a fifty- 
minute time period is often ineffective and reduces your recall or retrieval 
ability later. After a fifty-minute block of time with one subject, take a ten- 
minute break before either continuing with that subject or changing to a 
new subject. 
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4. Try to schedule at least one study block every day of the week. Balancing your 
pie of life is easier if each day you give yourself time to study, to work, and 
to enjoy leisure activities. 


5. Use distributed practice, which involves distributing your study time over 
several different time periods and days of the week. For example, instead of 
studying for your health course only on the weekends, plan to study for that 
class on Monday, Wednesday, Friday, and Sunday. By using distributed 
practice, you avoid the need to cram. 


6. Unless you are working on a project that involves creativity, avoid marathon 
studying, also known as massed practice. Marathon studying or massed 
practice occurs when you study more than three hours in a row. After three 
hours, productivity, concentration, retention, and effectiveness decrease. 
You will see better results by studying for two or three hours and then leav- 
ing to do something other than studying. The break will often work to your 
advantage; your mind will continue to mull over, work with, and process 
the information when you step away from studying. You may find it diffi- 
cult to leave projects, such as painting, constructing a model, or writing a 
research paper after three hours and then come back and “step into” the 
same channel of creativity. In situations such as these, which require a flow 
of creativity, using marathon studying may actually be a better course of 
action than leaving the project after two or three hours. 


7. Study during your alert times of the day whenever possible. Concentration is 
easier to achieve during your high-energy, high-alert times of the day when 
you tend to be more productive and task oriented. When studying at your 
alert times is not possible due to other scheduling conflicts, using effective 
concentration techniques can increase your levels of productivity and 
alertness. 


8. Study your hardest or your least-liked subjects early in the day. Often the 
tendency is to delay studying for these classes until the end of the day 
when you are likely to be more physically tired, less interested, and less 
motivated. 


9. When possible, study right before a class in which you are expected to discuss 
information or participate in group activities. For example, studying right 
before a foreign language class or a speech class creates a mindset for the 
course, refreshes your memory of new words, and provides you with time 
to rehearse a speech. This time prepares you to perform at a higher level in 
class. Study right after a lecture or a math class. Work with your lecture 
notes and work on problem sets or math assignments while the informa- 
tion is fresh in your mind. 


10. When possible, create study schedule patterns so your schedule is easier to 
remember and becomes habitual. For example, perhaps you could study 
math every day from 2:00 to 3:00; for your computer class Tuesday, 
Thursday, and Saturday from 3:00 to 5:00; and for your reading class 
between classes on Monday, Wednesday, and Friday, from 11:00 to 12:00, 
and three hours on the weekend. Creating strong patterns and planning 
your study blocks carefully may result in a study schedule that you can use 
consistently for the entire term. 


Step 3: Add several flexible study blocks. Identify two or three hours each 
week that you can hold in reserve in case you need additional time to study for 
a specific class, prepare for a test, or complete a special project. On your weekly 
schedule write flex for these time blocks. Unlike fixed study blocks, which you 
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should use each time they appear on your schedule, flex study blocks are 
flexible blocks of time that you use only when you need them. Flex blocks are 
safety nets for extra study time. If you do not need flex blocks, convert them to 
free time. 


Step 4: Add time for specific goals and other responsibilities. Any impor- 
tant goals should have time allotted on your weekly schedule so you can work 
on them. If you do not specifically set aside time, you may find yourself post- 

y poning the goals and dabbling at them instead of making steady progress. The 
same is true for any other personal responsibilities. 


Step 5: Schedule leisure, family, and social time. After you complete steps 
one through four, the remaining time on your schedule can be labeled family, 
social, or leisure. You can include specific plans, such as “family skating,” 
“movie,” or “go fishing,” or you can leave the time open and flexible to whatever 
you are in the mood to do at that time. Having family, social, and leisure time 
is important for mental and physical health and strong relationships. If you 
do not have adequate time on your schedule for these activities, look for ways 
to use the Increase-Decrease Method to find a more comfortable balance in 
your week. 


In the schedule on page 72, the student uses the five steps for planning a 
weekly schedule. Notice how the student organizes the week and the study 
blocks for these classes: a math class (4 credits), a reading class (3 credits), a 
PE. class (1 credit), a career planning class (1 credit), and a computer class 
(3 credits). 


S Exercise 3.5 Creating Your Weekly Schedule 


1. Make several copies of the time-management form on page 73. (An additional form is available in 
Appendix B.) 

2. Complete the five steps below to create a weekly time-management schedule. Use a pencil at first so 
you can rearrange time blocks as needed to create a manageable and realistic schedule. 


Gy ik), ex LEISURE 


label classes blocks a week — friends 
i) | | — recreation 


3. Mentally walk through each day on your schedule to determine whether it is realistic. Then answer 
the questions on the Weekly Time-Management Checklist (page 74). Adjust your schedule if you dis- 
cover areas that you can strengthen or improve. 

4. Color code your schedule so it is easier to see at a glance. Use one color for your classes; another for 
study times; and a third for leisure, family, and social time. Use a fourth color for work or leave it with- 
out color coding. 

5. Begin following your schedule as soon as possible. Several times during the day, indicate on your 
schedule how often you followed it as planned. Create a code system, such as stars for blocks that 
worked as planned and checks for blocks that you did not follow according to the plan. 

6. Use your schedule for a full seven days. After that, be prepared to turn in your first schedule and the 
Weekly Time-Management Checklist. 
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WEEKLY TIME-MANAGEMENT SCHEDULE 


For the week of 


Time Monday Tuesday | Wednesday) Thursday Friday Saturday Sunday 
= 
12-6 A.M. SLEEP 
= 
7-8:00 Get up, get ready, eat breakfast rr pes SLEEP SLEEP 
8-9:00 


| comme shoa ane ee 
[ssa 


‘Computer 


12-1:00 |LUNCH [op 
‘Cass. 


Class _ 
0 : ae Computer : Soe 
5—6:00 DINNER Sas 
ee aS 
6—7:00 LEISURE 


LEISURE LEISURE | LEISURE 
76:00 [Reading 


WORKOUT | Study Math | WORKOUT | WORK 


9-10:00 LEISURE LEISURE ba WORK 
r 
‘0-11.00 eeene eine 
11-12 go SLEEP ne a eee WORK 
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WEEKLY TIME-MANAGEMENT SCHEDULE 


Time 


12-6 A.M. 


= A 
Monday Tuesday | Wednesday | Thursday 


For the week of 


a 
6-7:00 


on 


8-9:00 


7-8:00 
9-10:00 


10-11:00 


11-12 NOON 


8-9:00 
ail _—e i 
9-10:00 L 
cae 


L 


10-11:00 


11-12 A.M. 


ey 
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Weekly Time-Management Checklist 
Use this checklist to evaluate your weekly time-management schedule and to strengthen it by adding any 
items that you may have overlooked. Write Y for yes or N for no. 


Study Blocks 


Do you have enough study blocks set aside to study for each class? (Use the 2:1 ratio 
when it is appropriate. ) 


Do you specifically label “study” and name the class? 

Are your study blocks spread throughout the week? 

Are you spending some time studying on the weekends? 

Do you avoid marathon studying so that you do not study more than three hours in a row? 
Do you avoid studying late at night? 


Do you include flex time in your schedule? 


Fixed Activities 
Do you schedule time for three meals each day? 
Do you schedule sufficient time to sleep each night? 


Do you keep a fairly regular sleep schedule throughout the week? 


Balancing Your Life 
Do you plan time specifically to be spent with your family and friends? 


Do you plan time for exercise, hobbies, or special interests such as clubs, organizations, 
and recreational teams? 


Do you plan specific time to take care of household chores and errands? 


Do you plan time to work on specific goals? 


Will the Schedule Work? 


Can you “walk through each day” in your mind and see that your schedule is realistic? 


Are your peak energy times used wisely? 


Do you feel that your life would be more balanced if you followed what you have planned 
on your weekly schedule? 


Other 
Have you used color codes in the schedule? 


Have you referred to the term schedule for special deadlines or events? 
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1. For three weeks in a row, create and use a weekly schedule. After you use your first 
week's schedule, note any time blocks that were difficult to follow. Consider modify- 
ing and strengthening your schedule for the second and then the third weeks. If your 
first schedule was effective, copy the schedule but include any minor changes such 
as special appointments, social activities, or work schedules. Save all three sched- 
ules so you can turn them in with this reflection writing. 


io 2. Ona separate piece of paper, answer the following questions. 


a. Draw your original pie of life and your current pie of life. How has your pie of life 
changed? Be specific. 


Original Pie of Life Current Pie of Life 


b. What are the most difficult times of the day for you to “stay on schedule”? Why are 
these times more difficult than others? What strategies are you using to overcome 
tendencies to abandon your schedule during these times? 

c. Discuss the effectiveness of your study blocks. Did you use the 2:1 ratio? Did you 
have adequate time to study and review each week? Did you need to use your flex 
blocks? Did you use a task schedule for your study blocks? 

d. Was time management effective for you? What were the benefits? What were the 
drawbacks? Will you continue to use a weekly schedule this term? Why or why not? 


. s 
(2) Applying Time Management 
©) 

AN \ Citi AY ES 


Na 


Time management is a highly prized skill in both the work force and the aca- 
demic world. Learning to manage time effectively will help you meet your goals, 
be productive, and achieve success in many different avenues of your life. The 
following strategies will help you apply your time-management skills more 
effectively and consistently. 


Time-Management Strategies 


1. Be flexible with change; time management requires time, commitment, and 
patience. 

. Inform others of your commitment to time management. 

. Use trading time sparingly. 

. Seek solutions to time-management problems you encounter. 

Modify time-management strategies for independent study and online courses. 

. Incorporate goal setting into your time-management strategies. 


On WN 


Copyright © Houghton Mifflin Company. All rights reserved. 


76 


Be Fiexible 
MT ay 


Inform Others of 
Your Commitment to 
Time Management 


Use Trading Time 
Sparingly 


Seek Solutions to 
Time-Management 
Problems 


UNIT TWO | Preparing Yourself for Optimat Learning 


Change is not always an easy process. Self-doubt, frustration, resistance, lack of 
motivation, or unexpected barriers sometimes crop up when a person attempts 
to change behavior patterns that have existed for years. Flexibility on your part 
can make the process of change easier. Be willing to relax your old patterns or 
ways of doing things, be willing to try new approaches, and be willing to give 
something new a chance to succeed. Be patient with yourself. As soon as you 
recognize that you are wandering from your time management plan, do not be 
hard on yourself or discard the schedule for the remainder of the day. Simply 
start in with the task you planned and move forward. The longer you strive to 
use time management ona daily basis, the easier and more habitual it becomes. 

To alter the way you see and handle time, commit to using your schedule for 
three weeks. During the times when you do not follow your schedule, examine 
the reasons or the situations. Was there an emergency or situation that was 
beyond your control that took precedence over your schedule? Did you aban- 
don your schedule by choice? What swayed you from the schedule? Were there 
other ways you could have dealt with the situation and still followed your 
schedule? Learning to observe, understand, and monitor your choices is part of 
learning to use time management successfully. To know the true value and 
benefits of time management, strive to follow your plan as closely as possible 
for three weeks. After that time, use what you learned about yourself, about 
managing your time, and about achieving your goals to decide how you wish 
to continue managing your time. 


Inform family members, roommates, partners, or friends about your goals to 
organize your time more effectively. Members of your household are often more 
supportive if they are aware of your goals and priorities and see how you plan 
to allocate your time. Posting a copy of your schedule on the refrigerator helps 
them know when you are available and when you have set aside special time 
just for them. Involving family members in the creation of your schedule each 
week can also add structure to the week and can strengthen communication 
about activities and events that are important to each person. Developing a 
weekly schedule in their presence often becomes motivation for them to create 
a schedule as well. 


Trading time is a time-management technique that gives you some flexibility 
without compromising your daily goals. You can trade time slots on a specific 
day in order to participate in an activity that becomes available on short notice 
or unexpectedly. For example, the weekly schedule on page 72 shows 2:00 to 
6:00 on Sunday as leisure time and 7:00 to 10:00 P.M. as time to study for the 
computer class and flex time. Let us assume that the student receives an invita- 
tion to go out to dinner and a movie. By trading time, the student moves the two 
hours of studying and the one hour of flex time to the afternoon leisure time 
blocks and converts the evening blocks to leisure. The activities for both time 
blocks occur, but at different times. Switching time blocks gives you some flex- 


ibility to respond to unexpected opportunities or activities; however, use trad- ~ 


ing time sparingly. If you begin to trade time blocks too frequently, you will lose 
the sense of having a schedule and your self-discipline may decline. For ordi- 
nary unexpected activities, saying “no” and sticking with your plan of action 
may be more beneficial than trading time too frequently. 


Some students find that their lives have specific circumstances that make 
creating a weekly time-management schedule difficult. Be resourceful and 
seek solutions to your scheduling conflicts. Discuss your circumstances with 
your instructor or with other students; frequently they will be able to suggest 
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solutions. The following problems and solutions are commonly presented by 
students who are learning to create weekly time-management schedules. 


1. Rotating work schedules. If your work schedule varies each week, you 
should not have a problem because you are developing a schedule each 
week. Write your work schedule first as a fixed activity. Adjust your study 
blocks and other goals and responsibilities around your work schedule. 


2. Different sleep-awake patterns. Before you photocopy the weekly time- 
management schedules, block out the times that are shown in the left-hand 
column. Write in the times that will fit your awake hours. This is a common 
situation for people who work swing or graveyard shifts. 


3. Young children at home. Young children require and deserve your time and 
attention. Their schedules are important and you should accommodate 
them when you create your schedule. Consider changing your sleep pat- 
terns by getting up earlier in the morning before they are awake. If your 
children attend child care, consider extending the child care an hour or two 
and stay on campus to study during that time. Use all available time 
between classes to complete as much studying on campus as possible so 
that more of your time at home can be devoted to your children’s needs. 


4. Not on campus five days a week. Students who attend classes only two or 
three days a week have the intention of studying on the days they are not on 
campus, but many times they find they are not as productive as they had 
anticipated. Consider coming to campus even on days on which you do not 
have classes. You will probably study more effectively and have access to 
instructors, tutors, the library, computer labs, and other resources. If you 
chose your classes so you could have two or three days off from school, next 
term consider registering for classes on all five days of the week. The days 
at school for classes will be less intense, and you will have more time and 
energy to prepare for classes if they are distributed more effectively over 
five days. 


You can use many of the same time-management techniques discussed in this 
chapter for independent study or online courses. With these alternative delivery 
systems, you still have reading and homework assignments and some form of 
testing or assessment requirements. However, you do not have the physical 
structure of a classroom or the face-to-face contact with the instructor or stu- 
dents. Many students find independent study and online courses appealing; 
they like the concept of working on their own and at whatever time they prefer. 
However, many students learn how difficult it is to maintain the self-discipline, 
dedication, and time commitment that are required to successfully complete 
independent study or online courses. 

To avoid the common pitfalls of independent study and online courses, you 
can use the following modified and new time-management techniques to 
achieve greater success in your independent study or online courses. 


1. Create a term calendar. Use the course syllabus to identify due dates for 
papers, homework assignments, and tests. If the course materials do not 
include a time line with due dates, create your own by identifying the num- 
ber of assignments, modules, or units you need to complete to pass the 
course. On your term calendar, assign completion dates for each compo- 
nent. Also include any orientation, onsite testing, or individual meetings 
you are required to attend. 

2. On your weekly schedule, write specific times you need to be available to 
view a telecast program, such as a distance learning lesson via television, or 
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times you need to be on the computer to participate in a real-time group 
discussion. 


3. Commit yourself to work on the course during specific time blocks each 
week. To calculate the number of hours you must dedicate to each course, 
count the number of hours that a similar class would meet in a classroom 
setting, figure the 2:1 ratio for studying, and add one to three additional 
hours. Independent study and online courses often have components that 
require more time than those included in a classroom approach. To avoid 
problems with completing a course due to lack of sufficient time or lack of 
time-management skills, schedule more time to complete these courses 
than you would a classroom course. For example, assume you are enrolled 
in a three-credit online sociology course; students enrolled in this course in 
a regular classroom meet three times a week. You would want to schedule 
more than nine hours of study time for this course each week. 


“classroom equivalent hours” = 3 hours 
study time using the 2:1 ratio = 6 hours 
additional independent study time = 1-3 hours 


Total hours for an independent or online course: 10-12 hours per week 


4. During your study block, limit your use of the television or the computer to 
the course material you are studying. If you are watching a telecourse, 
avoid cruising the stations to get a glimpse of other television programs. To 
keep your mindset tuned in to the course and your thought patterns 
focused on the tasks waiting for you, turn off the television and continue to 
study when you finish viewing the telecourse. If you are working online, 
resist using your study time to check your email from people not enrolled 
in the course, and resist the temptation to surf the Internet for topics unre- 
lated to the course content. If you are in online study or discussion groups, 
strive to keep your contributions related to the topic under discussion. Too 
much time can vanish with discussions that wander or fail to address the 
discussion topic. Because many people can spend endless hours on the 
computer and roaming through cyberspace, monitoring your use of 
the computer during online course time is critical. 


5. Make a task schedule each time you sit down to work on your independent 
study or online course. Create a roadmap for yourself so you have a clear 
picture of the goals you intend to achieve during the study block. Be vigi- 
lant about the passage of time, including the amount of time required to 
complete various types of assignments. 


Time management and goal setting go hand in hand. Once you have organized 
your day into time blocks and scheduled specific topics in each time block, the 
next step is to decide how to use those blocks most effectively. The task sched- 
ule discussed on page 66 are goals for your study block. In Chapter 4, you will 
learn to combine time management and goal setting to manage term-long 


projects, create five-day study plans for tests, and bring greater success to all 
areas of your life. 
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BQ EXERCISE 3.6 Case Studies 


Work in a small group, with a partner, or on your own to answer the following 
questions. Use information from this chapter to support your answers. Use 
complete sentences for each answer. These case studies are also available 
online; you can email your response to your instructor or print a copy of your 
work online. 


1. Gindy always seems to be caught off guard. She is surprised when she arrives in class and hears that a 
specific assignment is due that day. She seldom has her assignments done on time. Sometimes she does 
not remember them and other times she runs out of time. She prefers to do all her studying on the week- 
ends, so when something is due in the middle of or at the end of the week, she never has it completed. 
What suggestions would you give to Cindy so she might modify her approach to her assignments? 


2. Raymond is frustrated by college. He is used to a busy life that includes a variety of activities with his 
friends. None of his friends are going to college, so they just do not seem to understand. Raymond 
does not feel like he has time for the things he really loves doing. This frustration is affecting his over- 
all attitude toward school. What strategies could help Raymond? 


3. Lydia is a night owl who has to begin her day at 6:30 A.M. She is busy during the day taking classes and 
working thirty hours a week. She arrives home each day at four o’clock and tends to the needs of her 
three young children. By the time everyone is fed and tucked into bed, it is ten o’clock at night. Too 
many nights she finds herself falling asleep on her books. She is behind in all her classes and has no 
energy left for studying or for herself. How can Lydia use the Increase-Decrease Method to examine 
ways to solve some of these issues? 
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Ce) Exercise 3.7 LINKS 


Ina group or with a partner, answer the following questions about the links or 
relationships between time management and the concepts you learned in 
Chapters 1 and 2. Use the space below each question to take notes and write a 
response. Be prepared to discuss your ideas in class. 


1. The memory principle big picture-little pictures refers to learning different levels of information: 
large concepts and small details. Sometimes the principle is referred to as “seeing the forest and see- 
ing the trees.” Which aspects of time management could be considered “the forest” and which could 
be considered “the trees”? 


2. Which of the three main cognitive learning modalities do you actively use when you create a weekly 
time-management schedule? 


3. What is the relationship between the 2:1 ratio for studying and elaborative rehearsal? Can you have 
one without the other? 


4. Which of the four kinds of time-management schedules help students apply the memory principle of 
time on task most effectively? 


a) 


= 
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(4) Reflection Writing 3 


CHAPTER 3 


On a separate piece of paper or in a journal, do the following: 


1. Discuss how learning and using time-management skills can affect your life. What 
are the benefits? What changes will you make as a result of learning how to manage 


your time? 


2. What areas of time management are most difficult for you? What strategies can you 
use to overcome these difficulties? 


SUMMARY 


M Learning time-management skills helps you 


achieve balance in your pie of life in three main 
areas: school, work, and leisure. 


@ The Increase—Decrease Method stresses the 


need to adjust the boundaries that reflect the 
amount of time you spend in the three areas of 
your pie of life. 


@ Using term, weekly, daily, and task schedules 


helps you organize and control your time. A 
term schedule outlines important dates on a 
monthly calendar. A weekly schedule shows 
specific times for fixed activities; study blocks; 
flex blocks; goals and responsibilities; and 


and recreation. A daily schedule provides a 
roadmap for the day. A task schedule sets goals 
for a specific block of time. 


An effective weekly schedule promotes distrib- 
uted practice rather than marathon studying or 
massed practice; makes use of your circadian 
rhythms; and strives to create a balance in the 
way you use your time for school, work, and 
leisure. 


Numerous time-management strategies, in- 
cluding trading time, help you improve your 
time-management skills and achieve your 
goals. 


leisure time, which includes friends, family, 


a) ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 
links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 
If you are working on your own computer, bookmark this web site. 


LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 3. Your instructor may assign one or 
more specific options or may ask you to select one or more options that interest 


you the most. 


1. Copy the Chapter 3 mapping on page 57 onto a blank piece of paper. Expand the mapping by extend- 
ing branches to show key words or phrases for each heading. (See Chapter 1, page 25, for an example.) 
You can add pictures and colors to your mapping to accentuate the points. 

2. Create a term-long schedule and a weekly schedule using a software program on your computer. Add 
color coding or shading to your schedules; add graphics if you wish. 
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. Use the library or the Internet to locate three or more articles that provide additional tips for manag- 


e 


ing time. Copy or print the sources of your information. Compile the information into a brochure, a 
flyer, or a poster that can be shared with your classmates. 

Form a study group with three or more students to meet outside class to review the content of this 
chapter. In addition to the review work, spend time discussing your homework and reflection assign- 
ments. Write a summary paper that discusses the highlights of your study group. 


. Before you go to bed each night for a week, create a schedule for the following day. Include specific 


details for your study blocks and your work blocks. At the end of the day, check off the tasks you com- 
pleted as planned. Compile the seven daily schedules; write a short summary about the successes and 
problems you encountered with your daily schedules. 


. Determine which of your classes has the most assignments over the course of one week. Create a task 


schedule at the beginning of each study block for this class. At the end of each study block, check off 
the tasks you completed as planned. Compile the task schedules; write a short summary that discusses 
the effectiveness of the task schedules and your ability to estimate the amount of time required for the 
individual tasks within each study block. 


. Interview three people who have three different professions. Create a standard set of questions to ask 


them about the kinds of time-management problems they encounter in their work, the time-manage- 
ment strategies they find effective, and the importance of time management in their line of work. 
Summarize your findings in the form of a chart or ina paragraph. Include the interview questions and 
responses. 
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CuHaprerR 3 REVIEW QUESTIONS 


Multiple Choice 


Choose the best answer for each of the following questions. Write the letter of the 
answer on the line. 


1. Using time management effectively 
a. instills a sense of being in control of your free time. 
b. balances the three areas in your pie of life: school, social, and family. 
c. frees up your weekends for social, leisure, and recreational time. 
d. provides you with a roadmap to be more productive and in greater control of the main 
areas of your life. 


2. When you use a fifty-minute study block effectively, you should 
a. spend time reviewing each of your courses. 
b. create a mindset that focuses on only one subject. 
c. take a short break every twenty minutes. 
d. begin by identifying which class has an assignment due the next day. 


3. Aneffective weekly time-management schedule includes 
a. eight hours of studying on weekends. 
b. adequate time to use the 2:1 ratio, elaborative rehearsal, and distributed practice. 
c. three or more flex blocks, three or more times to trade time, and adequate time for 
massed practice. 
d. all of your study blocks during your peak hours of alertness. 


4. Marathon studying 
a. is an acceptable practice when you are engaged in creative projects. 
b. occurs when you study for more than three hours in a row. 
c. is the same as massed practice. 
d. All of the above 


5. Which one of the following suggestions should you not use when you plan your study 

blocks on a weekly schedule? 

a. Label each study block by naming the class you will study so you can ensure that you 
are using the 2:1 ratio each week. 

b. Take a short break every thirty minutes to stretch, let the information settle in your 
mind, and get a nutritious snack. 

c. Study your most difficult or your least favorite subject earliest in the day. 

d. Create patterns in the week so your schedule is easier to learn. 


6. The primary purpose of the Increase—Decrease Method is to 
a. help you find ways to increase your social time each week. 
b. find a more satisfying and productive balance in your pie of life. 
c. move you toward having a pie of life that shows an equal amount of time each week for 
school, work, and leisure. 
d. All of the above 


7. Atask schedule is 

a step-by-step plan to achieve a specific task during a specific block of time. 
a step-by step plan that should be used specifically for study blocks. 

an approach for planning weekend study blocks. 

a plan of action for flex blocks on a weekly schedule. 
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8. The fixed study blocks on your weekly time management schedule should 
a. provide you with ample time to complete assignments and use ongoing review. 
b. not be converted to free time when assignments are done. 
c. identify which course you plan to study during that time block. 
d. All of the above 


9. Which of the following is not an effective strategy for planning study blocks on a weekly 

schedule? 

a. Study during your most alert times of the day when possible. 

b. Study right before a class in which you are expected to discuss information or partici- 
pate in class activities. 

c. Study right before a class that mostly involves lectures and requires extensive note 
taking. 

d. Place a different kind of activity on your schedule after two or three straight hours of 
studying. 


10. Flex blocks 

a. provide you with blocks of time reserved for extra study time that might be needed to 
complete assignments or study for tests. 
can be converted to free time if they are not needed. 


should appear two or three times on your weekly schedule. 
. All of the above 


ao 


Short Answer and Critical Thinking 


Answer the following questions using terminology and information from this 
chapter. Answer in complete sentences. 


i 


Assume that a student named Mark only studies when he has an assignment due. Another student 
named Rudy has a weekly schedule that uses the 2:1 ratio for each of his classes. What benefits will 
Rudy likely have that Mark will not? 


. Why should you use trading time sparingly? 


What are the main benefits of creating and using each of the following kinds of schedules? 


a. term schedule 
b. weekly schedule 
c. daily schedule 


d. task schedule 
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i Using 
Understanding a Four-Step 
Goal Setting Approach for Terms to Know 


Writing Goals goals 


motivation 
long-term goals 
intermediary goals 
short-term goals 
immediate goals 
procrastination 
extrinsic reward 
intrinsic reward 
goal organizer 
visualization 
affirmations 
task schedule 

_ five-day study plan 

- summary notes 
term-long project 


Setting 
Goals 


Using 
Goal-Setting 
Tips to Keep Your 
Momentum 


Combining 
Goal-Setting and 
Time-Management 
Skills for Studying 


Goals—well-defined plans aimed at achieving a specific result—can be long-term, 
intermediary, short-term, or immediate. Setting goals can help people achieve suc- 
cess in all areas of their lives. The four-step goal-setting process includes identifying 
a specific goal, target date and time, specific steps, and an internal or an external 
reward. When working on achieving specific goals, you can use a variety of strategies 
to keep up your momentum and motivation to succeed. Goal setting and time 
management work in a close partnership; both sets of skills can be used effectively 
to set academic goals for study blocks, test preparation, and term-long projects. 
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DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 

ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


YES NO 
1. Iset goals for myself each week. 


2. Iwrite goals, but I leave the time to complete the goals open-ended so I can 
work on the goals at my own pace. 


3. Itis difficult for me to know specifically what goals I want to reach. 
4. Luse visualization to see myself achieving the goals I really want to reach. 


5. I break term-long assignments into smaller steps and set time lines for each 
step. 


6. I tend to set too many goals and then feel overwhelmed. 
7. [sometimes lack sufficient motivation to follow through on goals that I set. 


8. I identify a reward for myself when I reach a goal, and I deny myself the 
reward if I do not reach the goal. 


9. I always plan my goals in my head and do not feel a need to write them 
down. 


10. I set goals for myself at the beginning of each study block on my weekly 
schedule. 


] Reflection Writing 1 CHAPTER 4 
On a separate piece of paper or in a journal, do the following: 


1. Discuss your profile score for this chapter. What was your score? What does it mean 
to you? 


2. In what areas of your life have you used goal setting successfully? 


3. In what areas of your life has goal setting not worked effectively? 
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Goals are well-defined plans aimed at achieving a specific result. Goals are your 
roadmap to where you want to go in life. They reflect your values and priorities 
about what is truly important to you in various areas of your life, perhaps 
including your education; finances; health; physical condition; career; social, 
family, or community life; and emotional or spiritual development. Goals pro- 
vide the avenue for you to become the person you want to be and to create the 
¢ life you want to live. When you plana course of action to achieve a goal and then 
successfully complete that goal, you feel a sense of pride and accomplishment. 
You feel more in control of your time, your choices, and your personal life. 
Motivation is an integral part of goal setting. Motivation is the feeling, 
emotion, or desire that moves a person to take action. Motivation helps people 
make changes, learn something new, perform at a higher level, overcome pro- 
crastination, and persevere to complete a goal. Motivation is often the factor 
that begins the process of goal setting. Interestingly, once a person achieves a 
goal, the accomplishment generates new motivation to tackle other challenges 
and create new goals. The result is an upward spiral of personal growth, confi- 
dence, and success. 


Different Kinds Goals can be categorized in a variety of ways; categorizing goals according to 
of Goals the length of time involved to achieve each goal is one common method for dis- 
ns §=6=6CUSSINg different kinds of goals. Long-term goals may take months or even 
several years to achieve. Long-term goals 
become more realistic when they are per- 
ceived as a series of intermediary goals, or 
goals that link the present to a more distant 
future. Intermediary goals serve as signposts 
or benchmarks to reach along the way to 
achieving the more comprehensive long- 
term goal. Short-term goals are goals that 
you plan to attain within a short period of 
time, such as a term, a month, or a week. 
Immediate goals are those that will begin 
and end within a few hours, the same day, or 
over the course of two days at the most. For 
example, for a student who is planning to 
complete a four-year degree, graduation 
from a university is his or her long-term goal. 
This student's intermediary goal is to com- 
plete a two-year degree at a community col- 
lege. The student needs to achieve many 
short-term and immediate goals to succeed at 
the intermediary goal. He or she needs to complete required and elective 
courses successfully each term, as well as complete tests and homework assign- 
ments with passing grades. The following graphic shows how the long-term 
goal is the “big picture” to achieve. The intermediary, short-term, and immedi- 
ate goals are “the smaller pictures,” each a subgoal for a higher level. As a stu- 
dent achieves each subgoal, the long-term goal is closer to becoming a reality. 


: 8 or \ 


What long-term planning goals does this student need to 
make in order to plan a spring break vacation? 
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Group Processing: 


A Collaborative 
Learning Activity 
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long-term goal Acquire a 4-year degree 


intermediary goal 


short-term goal 


immediate goals 


Acquire a 2-year transfer degree 


Complete each course this term 
with a B grade or higher 


Pass the math 
test on Friday 


Complete essay draft 
by 8:00 p.m. Wednesday 


Some short-term or immediate goals are not always directly linked to a 


higher level or more long-term goal. For example, you may want to create a goal 
to clean your bedroom thoroughly, create an effective study area, sort your 
boxes of photographs, recycle old clothing, change the oil in your car, clean the 
garage, or plant a vegetable garden. Short-term or immediate goals such as 
these can be planned, implemented, and achieved within a relatively short 
period of time without being part of a larger intermediary or long-term goal. 


Form groups of three or four students. Complete the following directions. 


1. 


2. 


Divide a large piece of paper into two columns. Label the left column 
Reasons goals fail. Label the right column Reasons goals succeed. 


Brainstorm together to make a lengthy list of reasons why some people fail 
to achieve their goals. Write your ideas in the column on the left. 


. Brainstorm together to make a lengthy list of reasons why some people 


succeed at achieving their goals. Write the reasons in the column on the 
right. What are common characteristics, attitudes, or behaviors for goal 
achievers? 


Discuss how the ideas in the right column could be used to address the 
problems listed in the left column. Be prepared to share your group work 
with the class. 


Reasons Some 
Peopie Do Not 
Set Goals 


cose 


If setting goals has so many personal benefits, why do some people shy away 
from goal setting? The reasons vary, but the following reflect common reasons 
why some people do not set goals for what they value in their lives. 


1. 


They are unclear about what they want in their lives. In other words, they 
have not taken the time to do a personal inventory on where they want to 
go and what they want to achieve. When some people go through a major 
life transition, such as moving away from home for the first time, losing a 
job and needing retraining, or starting a new life after a divorce or the 
death of a loved one, they experience a time of confusion and uncertainty. 
They feel the need to explore and have new experiences before focusing on 
specific goals. More than ever, times of transition are perfect times to con- 
duct a personal inventory to identify values and priorities and begin to lay 
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the foundation for a new direction. For people dealing with life without 
major transitions, moving through time without goals may create feelings 
of aimlessly wandering that often lead to feelings of dissatisfaction, lack of 
purpose, and frustration with life that does not change in positive ways. 
Regardless of the situation, becoming clear about what you want in your 
life can get you on the path of setting and achieving meaningful goals. (See 
Exercise 4.1, Identifying Your Goals, page 91.) 


. They believe goal setting is too restricting and requires too much commit- 


ment. Some people shy away from making commitments, even when the 
commitments are in their best interest. This thinking may be linked to past 
experiences when goals were set for an individual by someone else and the 
goals were intended to meet someone else’s expectations. Setting goals that 
are right for you, based on your values and priorities, is the opposite of 
restricting—it is liberating. Setting and achieving goals does require plan- 
ning, motivation, work, and commitment, but when the commitment is to 
yourself, the priority shifts from meeting other people’s expectations and 
needs to meeting your own. 


. They fear failure. Perhaps they believe that it is better to not try than to try 


and not succeed. Perhaps they tried setting goals in the past but became 
discouraged and frustrated when they failed to achieve their goals. Not 
achieving a goal, however, can provide valuable insights into better goal- 
setting techniques. Was the goal that was set unrealistically high? When a 
goal is unrealistically high, without proper attention to other factors or 
techniques for setting achievable goals, the goal setter is liable to fail. If the 
person does not believe from the start that the goal is achievable, he or she 
lacks adequate motivation and commitment to turn the goal into a reality. 
Was the goal set too low? When a goal is set too low, the person feels a lack 
of challenge or purpose to achieve the goal. The goal simply fades. Was the 
goal based on an outcome of being “the highest achiever or the very best 
performer” rather than on skills, knowledge, or performance on an indi- 
vidual level? Outcome-based goals in which you compete with others often 
lead to a sense of failure; even your personal best may not be perceived as 
success if someone else performed at a higher level. Setting goals based on 
your individual performance or acquisition of skills is more effective. You 
can overcome the fear of failure by learning to set realistic goals that 
express values, skills, and priorities that you yearn to achieve in your life 
and by using the steps for setting effective goals. 


. They set too many goals and become overwhelmed. People who are not used 


to setting goals may get so excited about setting goals that they “go over- 
board” by setting too many goals—usually short-term goals—at one time. 
Rather than move forward on one or two significant short-term goals, they 
try to work simultaneously on too many goals. Taking time to prioritize 
goals is the solution. Select the top two or three short-term goals that 
will receive your full attention every day. As you progress with those 
goals, you can add additional goals to your schedule. Recognize, however, 
that many of your short-term goals are steps to achieving some of your 
long-term goals. Taking time to see how the short-term goals fit into the 
larger picture of your long-term goals can help to minimize your sense of 
feeling overwhelmed. 


. They do not know how to set goals. Goal setting is more than wishful think- 


ing or dreaming of what could be. Effective goal setting involves a system- 
atic approach and plan of action to achieve a specific outcome. If you have 
always wanted to set goals but did not know how, the goal-setting steps and 
techniques in this chapter can guide you through the process. 


) Reflection Writing 2 


UNIT TWO Preparing Yourself Jor Uptimal Learning 


6. They are procrastinators. Procrastination, the act of putting things off for 
a later time, is a learned behavior that can establish itself as a habit. 
Procrastinators may establish goals, but they seldom follow through and 
complete the steps to achieve those goals. The learned pattern of procrasti- 
nating can be unlearned; procrastinators can learn to be action oriented. 


(Chapter 5 discusses strategies to reduce or eliminate procrastination.) 


7. They do not understand the connection between cause and effect. In The 
Magic Lamp—Goal-Setting for People Who Hate Setting Goals, Keith Ellis 


explains the relationship of cause and effect this way: 


No effect occurs without a cause; the cause must always precede the 
effect. Simple, inescapable, it’s the easiest natural law to understand, and 
the easiest to forget. Who would stand in front of a wood stove and 
demand heat without first filling the stove with wood? Who would expect 
to make a withdrawal from a savings account before first making a 
deposit? Who would stand before a patch of barren earth and demand 
vegetables without first planting a garden? Life teaches us that we have 
to put wood in a wood stove before we get heat; we have to make a 
deposit before we can make a withdrawal; we have to plant seeds, water 
them, weed them, and nurture them before we can harvest our first ear of 
corn or pick our first tomato. Too often, we don’t apply this knowledge to 
the way we run our lives. 


When you desire a specific effect in your life—like a more meaningful 
relationship, a better job, or an important accomplishment—you must 
first set in motion the cause of that effect. If the cause is missing, the 
effect will be missing as well. If the effect is missing, you can be certain 
that you have neglected to set in motion the appropriate cause. The most 
important decision you will ever make in life is this: Do you choose to be 
a cause or an effect? When you choose to be a cause, you make things 
happen. When you choose to be an effect, you settle for whatever hap- 
pens to you. When you choose to be a cause, you become the star quar- 
terback of your own life. When you choose to be an effect, you just watch 
from the stands. The difference between being a cause and being an 
effect is the difference between being a hammer and being a nail. One 
acts; the other is acted upon. 


[Source: http:/www.keithellis.com/sample.html; a sample chapter from The Magic 
Lamp, by Keith Ellis. ] 


On a separate piece of paper or in a journal, do the following: 


1. Explain your long-term educational goals. What certificate or degree do you plan to 
obtain? 


2. What are the requirements for your program? Locate a printed page of a catalog 
or brochure that shows the sequence of classes and requirements you need to 
complete. 


3. Use the information from step 2 or information you have received from your adviser to 


develop a plan to reach your long-term goal. List the courses you plan to take each 


term and any program modifications you plan to implement to finish your certificate or 


degree. 


CHAPTER 4 
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QB EXERCISE 4.1 Identifying Your Goals 


Five-Year and 
Two-Year Goals 


What goals do you want to achieve in the following areas five years and two 
years from now? The two-year goals may be intermediary goals or “stepping 
stones” to your five-year goals. Be as specific as possible. 


/ 
Health 


Physical condition 


Five-Year Goals Two-Year Goals 


Career 


Social life 


Family life 


Community life 


Emotional well-being 


Spiritual growth 
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What short-term goals do you want to achieve this term? For categories that are 
not a priority for this term, simply state “none at this time.” For the other 
categories, be as specific as possible. 


Short-Term Goals for This Term 


Education 


Finances 


Health 


Physical condition 


Career 


Social life 


Family life 


Community life 


Emotional well-being 


Spiritual growth 
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= 
Using a Four-Step Ap 


ee 


Many people have good intentions and a strong desire or motivation to succeed 
by achieving their goals; however, many of these same people fall short of mak- 
ing their goals reality. Frequently the inability to achieve goals begins with the 
lack of a sound process or strategy to write effective goals. You can learn to set 
and achieve all kinds of goals that will enhance your performance, increase the 
balance in your life, and move you closer to being the person you want to be and 

4 to achieving the things you would like to have in your life by using the following 
four-step process for writing effective goals. 


Four Steps for Writing Effective Goals 


1. Set Specific, clear, and realistic goals. 

2. Set a specific Target date and time to complete each goal. 
3. Identify the individual Steps involved in reaching the goal. 
4. Plan a Reward for yourself when you reach the goal. 


Step 1: Set Specific Goals When your goal is clear, specific, and realistic, you have an 
exact picture of what you wish to achieve. To simply say “I will do better” or “I 
want something new’ results in vague goals whose achievements are not easily 
measured. To say “I will be a millionaire tomorrow’ is not realistic for most peo- 
ple. Before you commit to a goal, evaluate whether the goal is clear, specific, 
and realistic for you. 


Step 2: Set a Specific Target Date and Time Procrastinators (people who put off 
doing something) seldom achieve goals. You can reduce or eliminate procrasti- 
nation by setting a specific target date (deadline) and even a specific time to fin- 
ish the steps involved in reaching your goal. The target date works as a form of 
motivation to keep you moving forward and on time. 


Step 3: Identify Steps Careful planning of the steps involved in achieving a goal 
makes it possible for you to allocate enough time to complete each step. Take 
time to think through the individual steps required. List these steps on paper. If 
several steps are involved, list specific target dates for completing each step. 
When you use this method of breaking one large goal into several smaller ones, 
a goal that extends over a long period of time can be treated as a series of 
smaller goals to be accomplished on their own time lines. 


Step 4: Plana Reward You can celebrate the completion of a goal with a reward. You 
can also use that same reward as an incentive—a motivation—to meet your 
goal. There are two kinds of rewards you can include in your goal-setting plan: 
extrinsic rewards and intrinsic rewards. 

Extrinsic rewards are material things or activities that you will give your- 
self after you reach your goal. The following are examples of extrinsic rewards: 
buy a tape, buy a new shirt, go to a movie, go out to dinner, plan a short trip. 

Intrinsic rewards are the emotions or feelings you know you will experi- 
ence when you reach a goal. Many people can be motivated just by recognizing 
that when the goal is reached, they will enjoy feelings such as increased self- 
esteem, pride, relief, joy, more confidence, or immense satisfaction. 

A reward is a strong motivator only if you use it after you reach the goal. You 
must also withhold the reward if you do not reach the goal. For rewards to work 
as motivators, select rewards that truly represent what you want and can look 


forward to receiving. 
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Example of the Four Steps in Goal Setting 
Step 1—Specific goal: Organize my desk to create an ideal study area 
Step 2—Target date and time: Have it done by this Sunday at 4:00 


Step 3—Specific steps: 
1. Separate my bills and mail from the other things on my desk. Put them in 
a separate basket. 


2. Sort my notes and homework assignments according to my classes. 


3. For each class, put current assignments and notes into my notebooks in 
chronological order. Put all other into file folders. Label each folder. 


4. Organize my textbooks, dictionary, and other references. Find bookends 
to use to stand them up. 


5. Organize my supplies into a box or into the drawer. 


6. Get rid of any remaining clutter. Empty wastepaper basket. 


Step 4—Reward: Extrinsic: Go out for pizza and a movie with friends. 


) Using Goal- soe ists of saad Your Momentum 
2 ON 


A 


Have you ever started working toward a well-planned goal with great enthusi- 
asm and conviction, only to find yourself quitting before reaching the goal? 
There are many distractions and obstacles that can move you off your course of 
action. The following tips can help you stay motivated and keep the momentum 
moving toward the completion of your goal. 


Tips for Reaching Goals 


1. Use a goal organizer. 

. Evaluate and prioritize your goals. 

. Monitor your progress on a daily or weekly basis. 
. Break larger goals into a series of smaller goals. 

. Visualize yourself reaching your goal. 

. Use affirmations to reinforce your goal. 

. Acknowledge and praise yourself. 


NOoP WDD 


Use a Goal Begin by clarifying your values, your purpose, and your general approach to 
Organizer achieving a specific goal. You can use this goal organizer for long-term, inter- 
T_—_——_——_-—— £  mediary, short-term, and immediate goals. A goal organizer helps you: 


@ think seriously about your goal 

@ plana course of action to achieve the goal 
@ predict possible obstacles 

@ prepare a strategy to deal with the obstacles 
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. What is your goal? 


this goal? 


. What benefits will you gain by achieving 


. What consequences will you experience 
by not achieving this goal? 


4 
4. What obstacles might you encounter 
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Goal Organizer 


ull abl 


Evaluate and 
Prioritize Your 
Goals 

ALA A a a 


Monitor Your 
Progress 


Break Larger Goals 
into a Series of 
Smaller Goals 
ALMA AAT NA ANA AAT NNN 


Visualize Yourself 
Reaching Your Goal 
AQAA AAA NA AA ANTI 


while working on this goal? 


5. How can you deal with the obstacles 
effectively if they occur? 


. What people or resources could help 
you with achieving this goal? 


If you are having difficulty with a specific goal, ask yourself the following 
questions: 


1. Is this goal still important or relevant? Goals, especially long-term goals, can 
become outdated. Life circumstances change and more significant goals 
can replace old goals. If a goal is no longer of value to you, abandon it. Do 
not, however, abandon a goal because it is more difficult to achieve or 
requires more from you than you had anticipated. 


2. Are other goals more important? If you feel overwhelmed, you may be trying 
to achieve too many goals at one time. Make a list of the goals you are work- 
ing on and then prioritize them. Pay attention to target dates so you begin 
lower-priority goals after you finish higher-priority goals. 


For immediate or short-term goals, monitor your progress on a daily or weekly 
basis. Begin each day by asking yourself what actions or steps you will take that 
day to move forward with your goals. You may want to write your goals on 
index cards and then place the cards in several locations in your house and in 
your notebook. Documenting the progress you make each day in a daily journal 
is another way to monitor your progress and recognize the work you are doing 
to make your goals a reality. As you write in your daily journal, ask yourself 
whether there are better ways to work on the goal and whether you are pleased 
with that day’s results. 


Any time a goal seems too overwhelming, think of the goal as a series of steps. 
Each step is a subgoal, but you can treat each step as a goal by itself. Every time 
you complete one of the smaller goals, move to the next step or subgoal. You can 
work your way to completing the larger goal with less stress and fewer feelings 
of being overwhelmed. 


Close your eyes and try to visualize yourself achieving your goal. How do you 
feel? How does it change your life? How does it affect others? Visualization, 
the process of picturing or imagining information or events in your mind, is a 
powerful tool for learning and goal setting. If you have difficulty visualizing 
yourself achieving a goal, the goal may not be realistic or right for you. Ask 


Use Affirmations 
W AN SCORES 


Acknowledge and 
Praise Yourself 
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yourself these questions: Did I set this goal for myself or was the goal imposed by 
someone else or to please someone else? Why did I choose the goal in the first 
place? Does this goal express what I truly want to achieve or do I need to rethink 
what I want to achieve? Is the goal no longer appropriate for my given situation? 


Affirmations are positive statements used as motivators. Affirmations help 
change your basic belief systems, your self-image, and the direction you are 
moving to make changes in your life. 

Use the following guidelines to write effective affirmations and then 
repeat the affirmations several times daily: 


1. Use positive words and tones. Avoid using words such as no, never, wont. 
Say, for instance, “I complete my written work on time,” not “T will never 
turn in a paper late again.” 


2. Write in the present tense. Present tense in verbs gives the sense that the 
behavior already exists. When you think and believe in the present tense, 
your actions begin to match your beliefs. Say, for example, “I am a non- 
smoker,” rather than “I will stop smoking soon.” 


3. Write with certainty and conviction. Say, for instance, “I exercise for thirty 
minutes every day,” not “I want to exercise more each day.” 


4. Keep the affirmation short and simple. Brief, simple affirmations are easier 
to remember and repeat. 


Use these guidelines to practice writing affirmations for yourself. 


You can be your best cheerleader, supporter, and motivator. Practice acknowl- 
edging your accomplishments and your daily successes by praising yourself 
and giving yourself a pat on the back. For example, when you successfully 
rework a math problem from class, tell yourself, “Good job; you got that one 
right.” When you complete a step in one of your goals, tell yourself, “Well done; 
youre on your way to succeeding.” Positive words to yourself reinforce your 
positive actions and provide a steady stream of intrinsic motivation. 
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BW EXERCISE 4.2 Reflecting on Tips for Reaching Goals 


Complete the following directions to show how you could use the seven tips for 
reaching goals. 


1. Select any one of the short-term goals that you wrote in Exercise 4.1 for this term. With that goal in 
mind, complete the following goal organizer. 


ra Goal Organizer 


1. What is your goal? 


2. What benefits will you gain by achieving 
this goal? 


3. What consequences will you experience 
by not achieving this goal? 


4. What obstacles might you encounter 
while working on this goal? 


5. How can you deal with the obstacles 
effectively if they occur? 


6. What people or resources could help 
you with achieving this goal? 


2. Make a list of five goals that are not related to school work and that you would like to accomplish this 
week. Use the numbers 1 through 5 to prioritize these goals, with 1 the most important and 5 the least 
important. 


3. What method do you prefer to use to monitor your progress? 


4. Inthe column on the left, give an example of one of your goals that seems too overwhelming to begin. 
On the right, rewrite the goal as a series of several smaller goals. 


Large Goal Smaller Goals 


5. Describe the picture in your mind that appears when you visualize yourself reaching your goal. 
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6. Write a meaningful affirmation that you would like to use on a regular basis. 


7. When is the last time you acknowledged an accomplishment or gave yourself praise? Briefly explain 
the circumstances and describe how you patted yourself on the back. 


BQ Exercise 4.3 Achieving an Immediate Goai 


Use the four goal-setting steps to tackle a small task that you would like to 
accomplish but keep putting off doing. For example, you could set a goal to 
organize an area in your house; clean a specific closet, cupboard, or room; 
perform a minor repair on your car; weed a garden; mend some clothes; organize 
a notebook; or arrange a study area in your home. Select an immediate goal, one 
that can be completed within the next few days. (If the goal is larger, such as 
clean the garage, break it down into smaller goals; then, for this exercise, select 
one of the smaller goals, such as organize the workbench area.) Complete each 
step below unless your instructor asks you to write your responses on a separate 
piece of paper. 


1. What is the specific goal? 


2. What are the target date and time to complete this goal? 


3. What are the individual steps you must complete to achieve the goal? List each step. 


4. What is your reward? 


5. Did you achieve your goal by the target date and time? 


If yes, explain what contributed to your success. If no, describe the obstacles that interfered with the * ~ 


process. 
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2) Combining Goal Setting and Time-Management Skills 
for Studying 


You can combine the four steps for writing effec- 
tive goals with your time-management skills. The 
relationship between goal setting and time man- 
agement is strong. Without time management, 
you might not find adequate time to work 
on your goals. Without goal setting, you might not 
use your time wisely or productively. You can use 
this combination of goal setting and time manage- 
ment effectively for academic work in three ways. 


Ways to Combine Goal Setting with 
Time Management 


What goal-setting strategies do you think these 1. Write immediate goals for study blocks. 


students used in order to take their tests with 2. Create a five-day study plan to prepare 
minimal stress? for atest. 
/ 3. Develop a long-term goal for a term-long 
project. 
immediate Goals On page 66 you learned to create a task schedule. A task schedule is a list of 
for a Study Biock immediate goals to achieve during a specific block of time. If the block of time 
aaounaseaate om is a study block, your task schedule shows the specific activities you plan to 


complete during the study block. Your task schedule is step 3 of the four-step 
process for setting goals. To convert a task schedule into a four-step goal, rec- 
ognize that the goal and the target date and time are built into the task sched- 
ule. All you need to add to the task schedule is your intrinsic or extrinsic reward 
for completion of the steps in the study block. The following example shows a 
plan for an immediate goal for a study block. 


A Study Block Goal 


Step 1—Specific goal: Review math class and do math homework pp. 26-33. 
Step 2—Target date and time: Wednesday, 10:00-11:00 
Step 3—Specific steps: 

1. Review class notes. 

2. Rework class problems. 

3. Read pages 26-32. Highlight key points. 

4. Do even-numbered problems on p. 33. 

5. Check answers with answer key. Study/rework any incorrect answers. 


Step 4—Reward: Extrinsic: Watch my favorite show on television. 
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A Five-Day Study 
Plan to Prepare 
for a Test 


Step 1: 


Step 2: 
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A five-day study plan helps you organize your materials and time to review for 
a major test, such as a midterm or a final exam. This plan promotes distributed 
practice and ongoing review and reduces tendencies to procrastinate, cram, or 
suffer test anxiety. Recall, or the ability to retrieve information from long-term 
memory, occurs more comfortably. The same four steps that you use to write 
other kinds of goals can be used in writing a five-day study plan. 


Be specific and realistic. 


Begin by making a list of all the topics that you need to review for the test. List 
the chapters, class lecture notes, homework assignments, lab reports, group 
projects, or any other materials covered in the class. 


Set target times and dates. 


Days 1, 2, 3, and 4, with specific time blocks, are organized review sessions. 
Schedule day 5 the day before the test; on day 5 plan to dedicate all of your study 
time to reviewing the special notes you created in step 3, below. Mark these days 
and times on your calendar or your weekly schedule. 


Five-Day Study Plan 


10:00 a.M—12:00 P.M. | 2:00-4:00 P.M. 


4:00-6:00 P.M. 7:00-9:00 P.M. 


Step 3: 


Identify the steps involved. 
This step requires careful planning and completion of four processes: 


First, refer to the list of materials you need to review. Group the items in four 
logical categories; you will review one category of information on each of the 
first four days of your five-day schedule. 


Second, to avoid wasting precious review time, create a pattern or plan for 
reviewing in your mind or on paper. Perhaps you always want to begin by read- 
ing the chapter summary, reviewing your textbook notes, reviewing your class 
notes, reviewing your homework assignment, and reviewing terminology. 


Third, to use your time efficiently, select one or more forms of summary notes 
to use as you review each chapter. Summary notes are special notes that 
you make for only the materials that need to be reviewed one final time before 
the test. If you have used effective learning strategies and ongoing review 
throughout the term, you will already know many concepts and terms; these do 
not need to appear in summary notes. The following formats are commonly 
used for summary notes. (These formats will be discussed further in Chapters 9 
alicia. ve) 

Fourth, indicate on your five-day plan what you will review each day. See the 
example of the five-day study plan on page 102. 
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5 Kinds of 
Health = vitality 
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3. A ran_n 


Lists/Categories of 
information to remember 


What are 
ww ? 


Flash cards of categories 
and terminology 


Visual mappings for individual 
chapters or topics that appear in several 
different chapters 
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Comparison charts to 
compare or contrast 
different subjects studied 


II. Chapter Title 
A. Heading 


7, 
ra subheadings 
3. 


B. Heading 


t 
2 subheadings 
3. 


101 


Notes based on topics 
that include textbook 
and lecture information 


Chapter outlines made by using 


headings and subheadings 


esczice 


EIST VIZ 


Large hierarchies made on 
poster paper to include several 


topics or chapters 


What 
are 4 
kinds of 
nw ? 


Cornell notes with study 
questions on the left for 
self-quizzing (see Chapter 9). 
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Step 4: Plana reward. 


Choose an intrinsic or an extrinsic reward for yourself after you complete your 
five-day study plan and after you complete the test. 


Goal for a Five-Day Study Plan 


Step 1—Be specific and realistic: Prepare for the midterm in sociology scheduled 
for Monday by reviewing: 


Chapters 14 The two short papers Homework questions 
Terminology (study Notes from guest Notes from video 
guides) speaker 


Lecture notes Textbook notes 


Step 2—Set target dates and times to study. 


Mon. 8-9:00 a.m. Wed. 8-9:00 A.M. Fri. 8-9:00 A.M. 
3-4:00 P.M. 3-4:00 P.M. 3-4:00 PM. 
“Sat. 10-12-00 Pm. Sun. 2-400 PM. 
4-6:00 PM. 7-9:00 PM. 


a Step 3— Identify the steps involved: Process: Review class work first, then 
) _ textbook work, Make flash cards for things I need to review again. 


_ Step 4—Reward: At the end of each daily review time, use the intrinsic reward: the 
LF satisfaction that the studying is under control. After the test, use the extrinsic 
reward: a day trip to the coast next Saturday. 


Wednesday Saturday 
8-9:00 AM. 8-9:00 AM. 8-9:00 Am. 10-12:00 PM. 2-4:00 PM. 


class study study guide class study Cn. study guide Review summary 
ay guide Gd homework Q eS guide eS. handouts) notes; 

homework Q video notes handouts homework Q self-quiz on 

handouts homework Q 2 short papers Ch.1&2 


3-4:00 Pm. 3-4:00 PM. 3-4:00 em. 4-6:00 em. 7-9:00 eM. 
lecture notes lecture notes lecture notes Eh. 4 lecture notes Review summary 
textbook textbook textbook textbook notes; 
notes notes notes notes self-quiz on 
Notes-Guest Ch. 5 & 4 
speaker 


Long-Term Goals for Some instructors assign at the beginning of the term a project that is not due 
Term-Long Projects — until the middle or the end of the term. Many students get a false sense of time; 
iene rather than start right away, they put off the assignment until too close to the 
due date. Unnecessary stress is added, plus study times for other classes often 
have to be neglected so that the project can be finished. As soon as you are 
assigned a term-long project, begin planning a schedule for that project. 

For example, assume that you receive the following assignment in week 3 of 
the term. The final project is due week 9: 


Assignment: Select one of your favorite American poets. Do research in 
the library or on the Internet to learn about the life of this author 
Summarize significant information about the author that influenced his 
or her work. Select two of the author's poems. Write a paragraph or two to 
discuss the structure and meaning of each poem. 
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The following steps can guide you through the process of completing the 
assignment on time. 


1. Break the assignment into specific tasks. What are the actual tasks you will 
need to work through from the beginning to the end of the project? Analyze 
the project carefully until you can identify the individual tasks involved. 
List these tasks or steps on paper. 


2. Estimate the time needed for each task. Estimate the number of hours you 
think you will need to complete each task. Base this estimate on your past 
experiences with similar projects. 


3. Double the estimated time needed for each task. You do not want to run out 
of time. To avoid any tendency to underestimate the amount of time you 
will need, double your estimate. In that way, you are giving yourself extra 
time in case you run into unforeseen problems or find that you have to 
change directions. 


Estimated | Doubled 


Step 1: List the Tasks 


1. Review lists of American poets. Select 
one I like. th 2 hrs. 
2. Do library or Internet research on his or 
3 hrs 6 hrs. 


3. Read several of the author's poems. Find some 
that reflect influences of the author's life. 


hen life: 
4. Write a draft of the summary of the author’s 
life. 2 hrs. 


r. 
5. Select two specific poems. 


6. Write about the structure and the meaning of 

poem 1 (draft). 2 hrs 4 hrs. 
7. Write about the structure and the meaning of 

poem 2 (draft). 2 hrs 4 hrs. 
8. Revise the drafts and integrate into the final 

paper. 4 hrs 8 hrs. 


9. Proofread. Revise as needed 


10. Assemble the final project. Include the poems 
the research notes, and a bibliography. Y, hr. 1 hr. 


Time to plan for project: 34 hrs. 


1 hr. 


4. Record due dates on your term calendar for each task. Consider the amount 
of hours needed for each task and the study block times (and flex times) 
you have available on your weekly schedules. Set a goal to complete each 
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task by a specific date. Each week when you make your weekly schedule, check 
this term calendar and add the tasks to your weekly schedule. 


Week 3: 
Week 4: 
Week 5: 
Week 6: 
Week 7: 
Week 8: 


Week 9 


Do Steps 1 and 2 (8 hours). 

Do Steps 3 and 4 (6 hours). 

Do Steps 5 and 6 (5 hours). 

Do Step 7 (4 hours). 

Do Step 8 (8 hours). 

Do Steps 9 and 10 (3 hours). 

: [completed the project last week! 


5. Begin right away. Do not waste time procrastinating. If you finish a task 
ahead of schedule, it is because you did not need the “doubled time” you 
allocated. Begin the next task immediately. If you finish your project ahead 
of schedule, you will have time to revise it again if you wish, and you will be 
able to breathe a sigh of relief! 


Your Planning Sheet for a Long-Term Project 


Step 1: List the Tasks 


Time to plan for project: 
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BQ Exercise 4.4 Case Studies 


Each of the following case studies describes a student situation. Read each case 

study carefully; highlight key ideas or student issues. Answer the question that 

ends each case study. In your response, address the key points that you 

highlighted and that relate directly to the question. Use complete sentences in 

your answers. These case studies are also available online; you can email your 

response to your instructor or print a copy of your work online. 
4 

1. Betty wants to be more efficient and productive. She sets weekly goals, but invariably things happen 

to disrupt her plans to complete her goals. When these unexpected events crop up, she gets frustrated 
and says that the goal was not that important. She has more uncompleted goals than she does suc- 
cessfully completed goals. What strategies can Betty use to change this pattern? 


2. Ronnie is a “supermom” who “does everything for everyone.” She feels she is able to do so much 
because she is an organized goal setter. Every Sunday she writes a new list of goals for the week. She 
adds more goals on a daily basis. At the end of each day, she often finds that she has to move the goals 
that are most important to her list for the next day. How can Ronnie improve her approach to writing 
and implementing goal setting? 


3. This is Joel’s fifth term in college. He has changed his major four times. His adviser wants him to 
create a long-term plan, but Joel keeps making excuses, saying he will do it “sometime soon.” He 
resists the idea of goal setting because it makes him uncomfortable. What are some possible reasons 


why Joel avoids using goal-setting strategies? 
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C3) Exercise 1.7 LINKS 


Refer to the Terms to Know on page 85. Work with a partner to recite the 
definitions of the terms out loud, in your own words, and in complete sentences. 
Alternate reciting the definitions. Circle any words you are unable to define. 
Return to one or more chapters that you have already studied. Repeat the process 
with the Terms to Know for those chapters. 


S Exercise 4.6 Making Flash Cards 


Making flash cards (index cards) for the terms and lists of items for each chapter 
provides you with study tools to use for review and for test preparation. If you 
had difficulty explaining any terms in Exercise 4.5, write each of those terms on 
the front of an index card and the definition on the back of the card. In addition 
to definition cards, you can also use the index cards to make review lists, such as 
the steps for writing effective goals or the two kinds of rewards. For review lists, 
write the category on the front and the list of steps on the back. To use your cards 
for review, read the front of the card. Recite the information out loud and then 
check your accuracy by looking at the back of the card. Sort the cards into two 
piles: terms and lists you know and terms and lists you need to study further. 


Flash Cards for Definitions 
(Definition Cards) 


Rewards in the form of emotions or feelings you 
receive when you complete a goal; pride, relief, joy, 
or satisfaction 


front back 


Flash Cards for Lists 
(Category Cards) 


1. Specific goal 
2. Target date 
and time 


6) Steps 
4. Rewards 


front back 
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Reflection Writing3 — 


CHAPTER 4 


On a separate piece of paper or in a journal, do the following: 


Discuss which topics or strategies in this chapter are potentially the most valuable or 
important to you. Explain why and how you will benefit from this information. 


SUMMARY 


@ Goals are well-defined plans aimed at achiev- ii 
ing a specific result in any area of your life. 
Long-term, intermediary, short-term, and im- 
mediate goals vary in the length of time 
required to achieve the final result, but all four 


kinds of goals are well-defined plans to achieve 
success. D 
M Motivation is the feeling, emotion, or desire 
that moves a person to take action. Motivation 
is an integral part of goal setting. - 


B Asystematic four-step approach can be used to 
write effective goals for all areas of your life: 


1. Set Specific, clear, and realistic goals. 

2. Set a specific Target date and time to com- 
plete each goal. 

3. Identify the individual Steps involved in 
reaching the goal. 

4. Plan a Reward (intrinsic or extrinsic) for fa 
yourself when you reach the goal. 


@ Tips for keeping your momentum and reaching 
your goals include using a goal organizer, eval- 
uating and prioritizing your goals, monitoring 
your progress on a regular basis, breaking 
larger goals into smaller goals, using visualiza- 
tion and affirmations, and acknowledging and 
praising yourself. 


Time management and goal setting work in a 
close partnership. For academic work, you can 
use goal setting for study blocks, to prepare for 
tests, and to complete term-long projects. 


You can convert a time-management task 
schedule to an immediate goal for a study block 
by listing the individual tasks you want to com- 
plete during a study block and identifying a 
reward. 


You can use the four steps for writing goals to 
create a five-day study plan to prepare for a 
major test. Days 1 through 4 are review days for 
specific chapters and materials and time to cre- 
ate special summary notes. Day 5 of this plan is 
set aside to review the summary notes and 
materials you generated on review days 1 
through 4. 


You can use the four steps for writing goals to 
organize and plan a term-long project. After 
you identify the specific tasks that you need to 
do to complete the project, estimate the hours 
you think you will need for each task. Then 
double your estimated times and write target 
dates for each task on a term calendar. 


Gal ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 


fee. links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 


If you are working on your own computer, bookmark this web site. 
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LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 4. Your instructor may assign one or 
more specific options or may ask you to select one or more options that interest 
you the most. 


1. 


Expand the Chapter 4 mapping on page 85. You can add pictures and colors to your mapping to accen- 
tuate the points. (See the example in Chapter 1, page 25.) Use the chapter mapping as your guide to 
write a short summary paragraph that converts the information on your mapping into sentence and 
paragraph form. 


. For one week, write an immediate goal or a task schedule for every study block for any one of your 


classes. If you would like, you can create a form that shows the individual steps. Record your work in 
a journal. At the end of each study block, write a short statement to pat yourself on the back, use pos- 
itive self-talk, or comment on the effectiveness of the task schedule for that study block. 


. Use the Internet or the library periodicals (magazine) section to locate meaningful information about 


goal setting. Print or copy the information. Prepare a short presentation or a written summary that 
discusses the information and its significance. In your presentation or summary, explain how the con- 
tents of the web site relate to the content of Chapter 4. 


. Create a plan for a term-long project, or create a five-day study plan for a major upcoming test. 


Include specific details for each step of your plan. Refer to pages 102 and 103 for the steps and the 
examples. As you move through the plan, keep notes to show your progress and any obstacles that you 
encounter. 


. Create an inspirational poster that depicts various people who have achieved success by setting goals. 


Use your library periodicals (magazine) and newspaper sections, as well as any magazines you may 
have, to locate stories about personal achievements. On your poster, you may photocopy, draw, or use 
published pictures from magazines you own. Include information about the individuals’ goals and 
accomplishments. 


. On paper or on the computer, enlarge the goal organizer on page 95 and make three copies. Complete 


the goal organizer for three separate goals: an immediate, a short-term, and a long-term goal. These 
goals may apply to your personal life, your academic life, or your work life. Be specific and give suffi- 
cient detail to show that you put serious thought into your goal organizers. 


. Create a study tape for yourself for Chapter 4. On your tape, summarize or explain the most impor- 


tant points of the chapter that you need to learn. This tape will serve as an excellent review later in 
the term. 
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Cuapter 4 REVIEW QUESTIONS 


True—False 


Carefully read the following statements. Write T if the statement is true and F if it 


is false. 


10. 


Definitions 


Setting a specific target date to complete a goal can help reduce or eliminate procras- 
tination. 


Extrinsic rewards involve positive feelings, a sense of pride, and renewed motivation to 
tackle new goals. 


Visualizing yourself completing a goal is a technique that helps you keep up your momen- 
tum and motivation to achieve success. 


Affirmations should include words such as no, never, or won't so you have a constant 
reminder of the negative things you want to avoid in your life. 


If a goal seems too overwhelming, you should discard it and write only immediate goals 
that you can achieve in one day. 


A person who sets too many goals may benefit from prioritizing the goals so he or she can 
dedicate time to the goals that are the most important. 


A goal organizer helps a person identify the benefits of achieving and the consequences of 
not achieving a goal, anticipate possible obstacles, and create a plan to deal with obstacles 
individually or with the help of other people or resources. 


To make a large goal more manageable, you can break it into a series of smaller goals, each 
with its own target date, steps, and reward. 


In a five-day study plan, you should create summary notes on the last day of the plan so 
you have something to review quickly an hour or two before a major test. 


When you plan a term-long project, you should double the estimated time to complete 
each step of the project to compensate for underestimating the time needed to complete 
individual tasks successfully. 


Write two or three sentences to define and explain the following terms. 


1. intermediary goal 


2. extrinsic reward 


3. summary notes 
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Short Answer and Critical Thinking 


Answer the following questions using information and terminology from this 
chapter. Answer in complete sentences. 


1. If a student tries to shorten the four-step process for writing effective goals by omitting one of the 
steps, the process will be weakened and therefore less effective. Discuss negative outcomes that might 
occur by eliminating any one specific step of the process. Identify the step and then the outcomes if 
the step is omitted. 


2. Discuss any two reasons some people shy away from setting goals. Briefly add suggestions or strate- 
gies these people could use to change their attitudes toward setting goals. 


3. What is the relationship between goal setting and motivation? 


PIN a pene se gr We: Se eae | ES Eee eee | 
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Increasing 
Concentration: 
Decreasing Stress 
and Procrastination 


Setting the 
Physical Stage 
for Concentration 


Setting the 
Mental Stage 
for Concentration 


Increasing 
Concentration; 
Decreasing Stress 
and Procrastination 


Decreasing 
Stress 


Decreasing 
Procrastination 


Setting the physical stage for concentration involves creating an ideal study area that 
promotes learning. Setting the mental stage for concentration involves creating a 
state of mind that is receptive to learning and capable of blocking out different kinds 
of distractors. Stress, which is wear and tear on our bodies, needs to be monitored 
and managed before it becomes excessive. A variety of techniques can reduce the 
cognitive, physical, and emotional effects of stress. Procrastination, the process of 
delaying what needs to be done, is a self-defeating behavior that can be reduced or 
eliminated through a variety of effective strategies. 


‘Terms to Know : 


concentration 


take charge 
say no_ 


_ soothing mask 


ideal study area _ 
active learnin 


internal distractor. 


no need 
red bow 
checkmark) 77 
mental storage box 
tunnel vision 
mental rehearsal 
emotional e words: 
positive self-talk 
affirmations — 
stress 
visualization 
perfect place 


relaxation blanket 
breathing by threes 
deep breathing 
deep muscle 
relaxation 
procrastination 
motivation 
fear of failure 
self-efficacy 
seeing success 
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, CHAPTER 5 Increasing Concentration; Decreasing Stress and 
Procrastination Profile 


\ 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 


for Chapter 1 on page 2. 


ONLINE: You can complete the profile and get your score online at this 


textbook’s web site. 


YES NO 


1. My study area has two sources of light, a low noise level, an adequate work 
surface, and an availability of materials and supplies. 


na & WwW WN 


focus when I study. 


. Loften study with the radio, stereo, or television turned on. 
. Iset individual goals for study blocks before I begin studying. 
. I stop studying when I become uninterested, unmotivated, or bored. 


. Luse specific concentration strategies on a regular basis to help me keep my 


6. Ihave difficulty getting started on assignments when I sit down to study. 


7. My level of stress often reduces my performance or ability to concentrate. 


8. When I feel overwhelmed, I break large assignments into a series of smaller, 
more manageable tasks or steps. 


9. I tend to procrastinate when faced with unpleasant or uninteresting tasks. 


10. I put my greatest amount of effort into my work at the last minute because 
I work best under pressure. 


)| Reflection Writing 1 


CHAPTER 5 


On a separate piece of paper or in a journal, do the following: 


1. 


Discuss your profile score for this chapter. What was your score? What does it mean 
to you? 


What do you see as your greatest problems with concentration, stress, and 
procrastination? 
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©) Setting the Physical Stage for Concentration 


Concentration is the ability to block out distractions so you can focus your 
mind on one specific item or task. Concentration is a flighty process; you can 
concentrate one minute and then easily become distracted and lose that con- 
centration the very next. Concentration is a mental discipline that requires a 
concerted effort to train your mind to keep focused. As discussed in Chapter 2, 
concentration is also a memory principle, a key element in the process of 
learning. 

To increase your ability to concentrate, give careful attention to your phys- 
ical environment. The noise level, lighting, and work space can directly affect 
your ability to concentrate. An ideal study area has few or no distractions that 
will affect that concentration. 


An Ideal study Area 


u 


The Noise Level 
LE aii 


a ‘The noise level is che to studying. 
2 The lighting includes two or more sources of light. 


| 3. The work space promotes concentration. 


Studying, comprehending, and thinking critically involve complex thought 
processes. An environment filled with noise disrupts the thought processes and 
mental focus. The following three types of students show how tolerance levels 
for noise and perceived levels of concentration vary. 


1. People with short attention spans or attention deficit disorder (ADD) often 
need a quiet, motionless environment. Their ideal study area is a quiet 
room, such as a bedroom, an office, or a small space in a library with few or 
no distractions. 


2. People with longer attention spans can block out minor noises and distrac- 
tions. They have a wider choice of study areas at school and at home. They 
are able to concentrate in open spaces, such as a lab area, the library, or var- 
ious rooms at home. Minor movement does not create distractions. 


3. People who are used to an environment with a lot of noise and movement 
say that they can concentrate and study effectively in noisy, busy areas. 
They believe they concentrate best with music playing, the television 
turned on, people talking in the background, or foot traffic passing by. 
However, research shows that excessive noise and music with words and 
frequent variations in rhythm interrupt thought processes and brainwave 
patterns. Though these people may feel they are concentrating, their con- 
centration more likely turns on and off and on and off in split-second inter- 
vals because the brain processes only one item at a time. Trying to study 
with excessive noise in the environment is a time waster; removing the 
noise and movement in the environment often leads to more efficient 
studying in less time. 


As you strive to increase your ability to concentrate, use any of the follow- 
ing suggestions to create an environment that has a level of noise conducive to 


effective studying: 


1. Use earplugs or a headset to create silence if you work best in a quiet 
environment. 


Le he 


The Lighting 
Ce) 


The Work Space 
CEE EEE EM NNN 
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2. Turn on a small fan or play soft, classical music if you are distracted by 
silence. These gentle sounds create a buffer between you and the rest of the 
environment. Research shows that soft, classical and instrumental music 
(especially Baroque music) is conducive to learning; the music positively 
alters brainwave patterns (alpha waves) and assists the learning process by 
creating a relaxed, receptive state of mind. 


3. If you are in the habit of studying with the television turned on, replace the 
sound (and visual stimulus) with soft, classical background music. The 
visual and verbal stimuli emitted by television force the brain to tune in, 
tune out, tune in, tune out to the point where you do not retain either the 
entire contents of the television program or what you are studying. 
Studying with the television on is simply not time efficient. Television is 
more effective as an extrinsic reward after you complete your study block. 


4. If you are in the habit of studying in a cafeteria, restaurant, coffee shop, 
lounge area, or in an area that is the center of family or household activity, 
seek a new study location that has less noise and traffic. Students who 
move from noisy, busy environments to locations with less stimuli often 
find that they become more productive and retain information more effec- 
tively and efficiently. 


Proper lighting is important in any study area. If you have too little light, your 
eyes can easily become strained and tired. Some lighting can create shadows or 
glare on your books. To avoid many of the problems created by poor lighting, 
have two sources of light in your study area. This may inlcude an overhead light 
and a desk lamp or two lamps in different locations. Two sources of lighting 
may seem like a minor detail, but sometimes ignoring small details leads to big 
problems. 


Many students have the choice to live in campus dorms 
or off-campus in their own apartments. What factors 
might affect the study areas in either of these locations? 


Attention to your work space at home and at school results in the most effective 
and productive use of your study time. The following techniques can help you 
create an ideal work space to promote concentration: 


1. Sit on a comfortable chair at a table or desk that has a work surface with 
enough room to spread out your books, notebook, paper, and necessary 
supplies. Sitting on a couch, ina recliner, or ona bed is not conducive to the 
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level of concentration needed for effective studying; handling the textbook, 
taking notes, and completing homework assignments becomes awkward 
and ineffective. 


. If you work at a kitchen table, remove all items unrelated to studying. This 


breaks the subconscious association with meals and eating; you will reduce 
the tendency to stop work and get up for snacks or beverages. 


. Take time to remove clutter from your work surface. A table or desk that is 


cluttered with bills, correspondence, or materials for hobbies creates 
instant distractions. 


. To avoid having to get up, equip your study area with basic supplies for 


studying. Organize your study area at home using file folders for important 
papers and small boxes, trays, or drawers for items such as pens, pencils, 
highlighting pens, a calculator, a spell checker, a stapler, index cards, and 
paper clips. Organize your study area at school by equipping your back- 
pack with the same essential supplies. 


Ww EXERCISE 5.1 My Ideal Study Area 


In the middle column in the chart below, describe your typical study areas at 
home and at schco6l. In the right column, describe the changes you could make to 


create a more ideal study area. 


Home 

Notse 

Movement nearby 
Lighting 

Chair 

Work surface 


Current Study Area Ideal Study Area 


Supplies 
School 


Noise 


Movement nearby 


Lighting 


Chair 


Work surface 


Supplies 


Setting the Mental Stage for Concentration 


Concentration is a mental process affected by your external environment and 
your physical, emotional, and attitudinal states. Creating the ideal study area 
helps you control the effects of the external environment on your concentra- 
tion. The following strategies will help you create the ideal state of mind for 
increased concentration and effective studying. 
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‘Strategies for Setting the Mental 1 Stage : 


1. Be an active learner. 
2. Use goal-setting techniques. oe 
3. Do warm-ups at the beginning of each study hock 
4: Use techniques to deal with internal and external distractors. 


Be an Active Active learning (the opposite of passive learning) means you are actively 
Learner involved in the learning process. You can combat many internal distractors 
such as feeling sleepy, bored, uninterested, or unmotivated by becoming more 
of a participant in the learning process. Unlike reading without remembering 
what you have read, or working in a mechanical way, active learning promotes 
critical thinking, multisensory learning, and greater comprehension. All of the 
following learning strategies are used by active learners: 


1. Have a pen in your hand when you study. Take notes, write questions, or jot 
down lists of information you need to learn. 


2. Use markers to highlight important information in the textbook or in your 
notes. 


3. Talk out loud (recite) as you study to activate your auditory channel and 
improve both concentration and comprehension. 


4. Write summaries or make other kinds of study tools such as visual map- 
pings, hierarchies, flash cards, or comparison charts. 


5. Quiz yourself on the material you are studying. Write or recite questions 
and answers. 


Use Goal-Setting Goal-setting techniques help you organize and prioritize your tasks, focus your 
Techniques mind, and create a plan of action. All of these benefits of goal setting lead to set- 
i on/,7 ting an effective mental stage to be productive and effective. 
To increase your level of concentration, use the following goal-setting 
techniques: 


1. Create a task schedule at the beginning of each study block (see page 66). 
Identify what needs to be done during the study block; organize the tasks or 
assignments in order of priority. Create a motivational reward for yourself 
upon successful completion of the study block. 


2. For large assignments, or assignments that will require several study blocks to 
complete, use the chunking technique, which involves breaking an assign- 
ment into sections. With chunking, longer or more detailed assignments 
become manageable. Rather than feeling frustrated or overwhelmed, you will 
become more motivated and confident that the situation is under control. 


3. Create a study ritual or routine to use each time you study. Having a ritual 
can save time and confusion by allowing you to get started quickly. A study, 
ritual helps you move directly into the mindset needed to study. For exam- 
ple, your ritual might be to use a quick relaxation or visualization tech- 
nique, create a task schedule, and do a warm-up. Establishing a goal to cre- 
ate a study ritual takes only a few minutes! 


Do Warm-Ups at Warm-ups are used at the beginning of a study block to create a mindset and a 
the Beginning of focus on the topic you intend to study. Warm-ups, which require only 5 or 10 
a Study Block minutes of your time, include previewing and reviewing information: 


1. Preview: Skim through the new chapter or assignment. If you plan to read 
a new chapter, survey it by looking through the key elements of the chapter 
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>) Use Techniques to 


Deal with Internal 
and External 
Distractors 


before you begin to read (see Chapter 7). If you plan to work on a home- 
work assignment, glance over the entire assignment, including the direc- 
tions and your class notes about the assignment. Previewing gets your 
mind ready for the new information it will receive and gets you interested 
in the upcoming material. 


~ 


Review: Take a few minutes to review your class notes, a previous assign- 
ment, or study tools you have already created. You can also reread a chap- 
ter summary for a chapter you have already studied. Reviewing gets your 
mind focused on the subject and stimulates associations that you have 
already created in your long-term memory. 


Distractors are elements that break your concentration. External distractors 
are caused by things in your physical environment, such as noises, people, tele- 
vision, enticing weather, clutter, and lighting. Internal distractors are disrup- 
tions that occur inside you. Worries, stress, anxiety, depression, sickness, 
hunger, pain, daydreams, and anticipation of upcoming events are examples of 
internal distractors that reduce your level of concentration. When you find 
yourself distracted and concentrating difficult, the first step is to analyze 
the situation to determine the source of your distraction. Once you realize the 
source, try using one or more strategies consistently to reduce or eliminate 
distractions. 

Experiment with the following strategies to deal with distractors: 


1. Take charge: Accept responsibility for the distraction by taking charge of 
your situation. If you cannot control the noise level around you, rather than 
blame others, take charge by moving to another location. If the distraction 
is the phone, the television, or an uncomfortable work space, take charge by 
altering your environment. Let the phone ring, unplug it, or turn on an 
answering machine. Turn off the television. Choose a more comfortable 
work space or take time to make the existing space comfortable. 


2. Say no: Sometimes ridding yourself of a distraction is as easy as saying no. 
When friends or family members ask you to drop your study schedule and 
participate in an activity with them, show your assertiveness by simply say- 
ing no. Inform them of the times that you are available. This technique can 
also be used to tell yourself to resist the urge to participate in a distraction: 
no snack, no television now, no daydreaming, or no phone calls. 


3. No need: For minor noises or movement, you can use the no need tech- 
nique to train yourself not to look up and not to break your concentration 
to attend to minor occurrences that are familiar. For example, if you study 
in the library, you know that occasionally someone will walk by, pull out a 
chair, or turn the pages of a book. Without looking, you know the source of 
the distraction, so force yourself to keep your eyes on your own work. Tell 
yourself, “There is no need to look.” 


4. Red bow: Frequently other people are distractors. They interrupt your 
studying and break your concentration. On your door or in your study area, 
place a red bow or any other item or symbol to signal to others that you are 
studying and you want privacy. Ask them to respect your request for no 
interruptions unless an emergency occurs. 

5. Checkmark: Each time you lose your concentration, make a checkmark 
onascore card you keep on your desk. At the end of your study block, count 
the number of checks. Set a goal each time you study to reduce the number 
of checkmarks. 
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Mental storage box: Before you begin studying, identify any concerns, 
worries, or emotions that might interrupt your concentration. Place them 
inside an imaginary box. Put the lid on the box and mentally shove the box 
aside for the time being. Tell yourself that you will deal with the contents of 
the box at a more appropriate time, and then do so. 


Tunnel vision: Picture yourself at the beginning of a tunnel that has a yel- 
low line running down the middle. You want to stay on the middle line. As 
soon as your mind starts to wander, picture yourself swiftly getting back to 
the middle line before you bump against the walls. 


Mental rehearsal: Use visualization skills to mentally rehearse your 
actions and performance. Mental rehearsal is effective because it gives you 
the opportunity to see yourself responding or performing in advance of the 
actual situation. Many athletes use mental rehearsal to elevate perform- 
ance; they picture themselves making the perfect shot at the free throw 
line, catching and maintaining control of the football, or reading the green 
correctly for a perfect putt. Any time you feel apprehension, self-doubt, or 
lack of confidence, use mental rehearsal to create in your mind a movie 
that shows you performing effectively. Picture yourself beginning an 
assignment without effort, writing answers to a test with confidence, or 
using your entire study block without encountering distractions. 


Emotional e words: Attitude plays an important role in concentration and 
learning. Any time you find yourself dealing with negative emotions 
toward studying a specific subject or an assignment, combat those emo- 
tions by refocusing your mind on words with positive energy. Quickly 
brainstorm and say out loud positive words that begin with e. For example, 
you might say effortless, enthusiastic, excited, energetic, eager, effective, effi- 
cient, essential, excelling, excellent, expert, exhilarating, or educated. In your 
mind, attach an image of yourself exhibiting these qualities. The result 
is an attitude adjustment that is more conducive to concentration and 
learning. 


Positive self-talk and affirmations; Self-talk—the little comments you 
say to yourself in your head—can be positive or negative. When you hear 
yourself using negative self-talk, quickly turn your thoughts into positive 
statements. Positive self-talk involves statements that show optimism, con- 
fidence, determination, and control. A positive self-talk statement that you 
choose to repeat frequently becomes an affirmation. (See Chapter 4, page 
96, for more information about affirmations.) Both positive self-talk and 
affirmations increase your level of concentration and motivation, adjust 
your attitude, and reduce stress and procrastination. 


As you can see, there are many 
strategies to deal with internal 
and external distractors. Experi- 
ment with these techniques and 


effectively for you. The more fre- 
quently you use the techniques, 
the more comfortable you will be 
activating them when the need 
arises. Stress and procrastination 
are two internal distractors that 
affect many students. The fol- 
lowing sections discuss tech- 
niques designed specifically to 
deal with these distractors. 


then select those that work most, 
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Group Processing: 


A Collaborative 
Learning Activity 


Form groups of three or four students for this brainstorming activity. 


1. Divide a large chart into two columns. In the left column, write as many dif- 
ferent internal and external distractors as possible in a ten-minute period. 


2. After you have a list of distractors, brainstorm techniques to use to combat 
each distractor. List the techniques in the right column. You may provide 
more than one technique for each distractor. You may refer to the Terms to 
Know list on page 111. 


3. Be prepared to share your list of distractors and techniques with the class. 


Stress Management 
Techniques 
ANNAN AAA AN AAR I NN 


Stress is a reaction or a response to events or situations that threaten to disrupt 
our normal patterns or routines. It is the wear and tear on our bodies due to 
physical, emotional, and cognitive responses. We may experience stress due to 
work, finances, personal relationships, health conditions, course assignments, 
tests, or other unexpected events or emergencies. Some stress is normal and 
should be anticipated as we move through life making decisions and changing 
directions in our personal, work, and academic lives. In some situations, stress 
is beneficial and contributes to positive change. Healthy stress can compel us to 
take action to move in new directions. It can increase adrenaline levels and help 
us perform on a higher level. 

In other situations, however, as stress increases, our ability to deal with and 
control the stress decreases. Headaches, backaches, insomnia, fatigue, anxiety 
attacks, mood swings, depression, forgetfulness, carelessness, and irritability 
are early warning signs that stress is becoming more intense and is moving into 
the range of excessive. Excessive stress hinders performance and affects our 
cognitive abilities. Recall from Chapter 2 that excessive stress can affect our 
ability to move stimuli through short-term memory and later to retrieve infor- 
mation from long-term memory. It also reduces our ability to concentrate, to 
recall information accurately, to use problem solving effectively, and to make 
wise decisions. Excessive stress from unresolved issues has physical conse- 
quences as well: an increased pulse rate; faster breathing; higher blood pres- 
sure; a weakening of the immune system; and a decrease in the production of 
endorphins, the neurochemicals that make us feel happy and content. 
Excessive, prolonged stress can lead to ulcers, heart attacks, strokes, and clini- 
cal depression. Learning to manage stress is a lifelong skill that will not only 
improve the quality of our lives, but may also add more years to our lives. 


How you perceive and handle external situations—rather than the situations 
themselves—is the cause of stress. People who handle stress best are those indi- 
viduals who actively look for solutions and use techniques to alter their percep- 
tion of external situations. The following techniques can help you take control 
of stress before it becomes excessive or prolonged. (See Exercise 11.1 in 
Chapter 11 for additional coping strategies. ) 
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Stress-Management Techniques 


. Use time-management and goal-setting techniques. 
. Interact with others. 

. Redirect your emotions. 

. Become more active. 

Take time to center yourself. 

Go on mental vacations. 

Express and process your feelings. 

. Choose a healthy lifestyle. 

. Practice relaxation techniques. 


ODNoOnKRwWNHE 


Use Time-Management and Goal-Setting Techniques Identify your stres- 
sors and then group them into two categories: the stressors that you can do 
something about and the stressors over which you have no control. Take time to 
create goals for the stressors that you can do something about; create a plan of 
action either by yourself or with the help of a counselor, a support group, or 
local resources. Your plan of action may include the following: 


1. Use a goal organizer (page 95) and create a plan of action. This approach 
turns an external situation that you previously felt was hopeless into a sit- 
uation you can control. The goal organizer helps you see the benefits of 
your plan and allows you to organize it. 


2. Create term, weekly, daily, and task schedules to organize your time and your 
activities. Stress for many people is the result of trying to do too many 
things and taking on too many responsibilities without a plan of action. 
(See Chapter 3, pages 63-66.) 


3. Prioritize the things you need to do and let go of the rest. Shed the image of 
superman or superwoman, the idea that you need to do everything for 
everyone. Say no to people and things that are not top priorities. This often 
requires setting firmer boundaries with your time and your commitments. 
Lighten up your social calendar by spending your time on social activities 
that are the most rewarding to you. Seek ways to delegate tasks so the 
workload is distributed more evenly. Strive to reduce your own expecta- 
tions of yourself and any tendencies for perfectionism in areas where less 
than perfect suffices. 


Interact with Others Many research studies recognize the importance of 

social interaction in reducing stress, improving overall health and the immune 

system, stimulating mental faculties, and staving off depression. Participation 

in a student or community organization, a church, or a study group can shift 

your attention from your stress to more positive emotions. Making time to 

spend with a close network of friends or creating new friendships opens up 

doors of opportunity for laughter, bonding with others, and finding a zest for, 
life. Creating this time to interact socially moves you closer to achieving a bal- 

anced pie of life (page 59). 


Redirect Your Emotions Engaging in activities that create positive emo- 
tions provides you with the opportunity to reduce the intensity of your emo- 
tional reactions to stress. Take time out to redirect your emotions by spending 
time on a favorite hobby or craft, listening to music, playing an instrument, 
singing, dancing, baking, playing a video game, or watching a movie. 
Continuously dwelling on a negative situation intensifies your emotions: sub- 
stituting those emotions with positive ones can dissipate the negative energy 


~~ 
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and lead to an altered perception of the stressor. Redirecting your emotions 
serves to balance them. When you revisit the problem or issue later, you may see 
the situation differently and be able to seek solutions more calmly and ration- 
ally and with a less emotional response. 


Become More Active Physical activity reduces the physiological effects of 
stress. Plan 20 to 30 minutes a minimum of three times a week to exercise (walk, 
run, swim, bike, lift weights, do aerobics, or play basketball, baseball, soccer, or 
golf). For more structure, sign up for a physical education course, an intramu- 
ral sport, or a community exercise program, or work out with a regularly tele- 
vised exercise program. In addition to reducing your stress level and giving 
yourself a mental break from thinking about the stressor, the benefits of regular 
exercise are many: 


1. Exercise gets oxygen moving more smoothly to your brain; your concen- 
tration levels will increase, and information will enter and move through 
your memory system more efficiently. 


2. Exercise improves your cardiovascular system, thus reducing your risk of 
more serious health conditions that may result from prolonged stress. 


3. Exercise strengthens your body, making it more resistant to the physical 
and emotional effects of stress. Your body becomes better equipped to han- 
dle stress when stress does occur. 


Take Time to Center Yourself Engage in a mind-calming activity, such as 
meditation, yoga, prayer, or biofeedback, to center yourself and return to a state 
of calmness and serenity. Sitting in a sauna, a hot tub, ora warm bath with your 
focus solely on the physical experience can also be a mind-calming activity. 
Centering activities provide a way to block out the rest of the world and tem- 
porarily shield yourself from your reactions to outside events. Taking time to 
center yourself shows that you are taking time to make yourself the center of 
attention; your priority is on you and your emotional well-being. 


Go on Mental Vacations In Chapter 4, you learned about visualization 
(pages 94-95). Perfect place is a visualization technique that integrates your 
imagination with a breathing exercise and takes you on a mental vacation. To 
practice this technique, close your eyes and breathe in slowly. Start creating a 
perfect place in the world where you feel relaxed, confident, safe, comfortable, 
and content. Breathe out slowly as you continue to let the perfect place unfold 
in your imagination. Continue the slow breathing process as you add sensa- 
tions to your picture: sounds, smells, sights, tastes, and tactile feelings. Tune in 
to the way your body feels in this perfect place. Practice this technique several 
times until you can create the setting and the sensations consistently. Then, take 
a mental picture of this setting. When you feel stressed, close your eyes and 
bring back the mental picture. Through the power of association, the calming 
sensations of your perfect place appear with the mental picture. (This tech- 
nique is also a centering technique.) You can use other techniques as well for a 
mental vacation. Again, relax and close your eyes. Reminisce about a wonder- 
ful vacation you had, or visualize a relaxing vacation you would like to take in 
the future. Taking mental vacations separates you in a healthy way from stress 
and stressful situations. 


Express and Process Your Feelings As previously mentioned, your percep- 
tion and method of handling a situation, rather than the situation itself, are 
often the source of stress. Trying to understand and deal with a stressful situa- 
tion in isolation, without the input or perception of others, or trying to hide 
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your reactions to stress often compounds your stress. Bottling up your emo- 
tions or burying your feelings like a secret is only a temporary solution; the 
emotions will continue to dwell in you and eventually will resurface. The fol- 
lowing techniques show more constructive ways to deal with the powerful emo- 
tions often linked to stress: 


1. Discussing your situation with others may thwart the tendency to make a 
mountain out ofa molehill. Talking to friends, creating a support network, or 
working with a counselor provides you with the opportunity to express and 
process your feelings, listen to their suggestions, receive their support, and 
feel connected. When under stress, many people exaggerate the extent of a 
problem or the hopelessness of a solution. Expressing your feelings with 
others often helps you process and handle the experience more effectively. 


2. Writing in a journal may provide you with insights and solutions. Taking 
time to write in a private journal allows you to identify your source of 
stress, describe your feelings and reactions, and tap into some of your 
innermost thoughts in a nonthreatening way. Putting your emotions on 
paper often reduces the intensity of the emotions, disperses some of the 
negative energy, and gives you an opportunity to analyze the situation more 
rationally. Keeping a journal also provides you with an ongoing record of 
your forward progress and the strategies you used successfully to control 
your stress and make shifts in the direction of your life. There are no right 
or wrong ways to keep journals; some people find that writing random 
thoughts and expressions of their feelings works best. Others prefer a more 
structured approach, such as the following: 

a. What is the stress? What is bothering me? 

b. How exactly do I feel about this? What are my specific emotions or 
reactions? 

c. Why dol feel this way? What's really below the surface? 

d. How could I have reacted differently? What would the situation look 
like if I could redo the “scene” with a different response or reaction? 

e. What do I want to happen now? What changes do I want and need to 
make? 


Choose a Healthy Lifestyle In addition to regular exercise, nutrition and 
adequate sleep play a role in reducing and coping with stress. Frequently peo- 
ple experiencing stress turn to fast foods and snacks that are high in sugar and 
fat. Foods high in sugar often produce a surge in energy as they increase blood 
sugar in the body. However, the increased blood sugar quickly drops, thus leav- 
ing the individual feeling less energetic than before eating the high-sugar foods 
or snacks. Stress may also lead to poor sleep and a disruption in normal sleep 
patterns. The results are fatigue and low energy. 


The following guidelines can help you make choices as part of a healthier 
lifestyle: 


1. Instead of eating foods loaded with sugar, choose foods that break sugars 


down more slowly and release energy over a more sustained period of time. 
Complex carbohydrates, such as those found in grains, cereals, rice, pasta, 


bread, and potatoes, protect blood levels from the roller coaster effect of 
highs and lows. 


2. Consume three to four helpings of fruits and vegetables each day. In addi- 
tion to providing you with essential vitamins and minerals, these foods 
increase your brain’s production of serotonin, a brain chemical that stabi- 
lizes mood swings and promotes a sense of happiness. Multivitamins can 


supplement your dietary needs for vitamins and minerals, although they 
are not a substitute for good eating. 
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3. Limit your use of nicotine, caffeine, alcohol, and drugs. People often use 
more of these products when under stress, but they are not effective ways 
to cope with stress, and their health consequences may lead to more 
serious problems. 


4. Set aside 15 to 30 minutes three times a day to sit down and enjoy a relax- 
ing meal. Put work and other distractions aside so meals become a quiet 
time to enjoy and digest the food, or a time to socialize with others. 


5. Get your sleep pattern on a regular schedule. During times of stress, peo- 
ple’s sleep patterns become irregular and often resemble a roller coaster 
ride. Individuals experience insomnia, the inability to fall asleep, their 
hours of restful sleep are too few, or they do not reserve enough hours per 
night to get a good night’s sleep. Strive to eliminate poor sleep patterns by 
establishing consistent sleep and waking times. If you experience insom- 
nia, use the time to relax in a prone position. You may want to listen to soft 
music or spend the time visualizing or practicing relaxation techniques. 
Resetting your body’s time clock requires training and often three or more 
weeks of scheduling consistency. Your goal is to create a pattern that gives 
you about eight hours of sound sleep, which results in your awaking each 
morning refreshed and ready to begin a new day. 


Practice Relaxation Techniques Relaxation techniques can help you 
reduce your stress levels and improve your emotional health. The goal behind 
relaxation techniques is to create a state of mind and body that perhaps can 
best be described as “Ahhhhhhh.” In this state, the body is not tense and 
the mind is not wandering; you are open and ready to receive new informa- 
tion or expand on previously learned information. Relaxation techniques are 
effective in a wide variety of emotional situations: when you feel anxious, ner- 
vous, tense, stressed, apprehensive, hyperactive, restless, defeated, frustrated, 
or overwhelmed. 

The following relaxation techniques are easy to learn and require only a 
few minutes of your time: 


1. Soothing mask Close your eyes. Place your hands on the top of your head. 
Slowly move your hands down your forehead, down your face, and to your 
neck. As you do this, picture your hands gently pulling a soothing mask 
over your face. This mask removes other thoughts, worries, fears, or 
stresses from your mind. Keep your eyes closed for another minute. Feel 
the soothing mask resting on your face. Block out thoughts or feelings that 
are not related to your soothing mask. As you practice this technique, you 
will be able to do it without using your hands. Your imagination can take 
you through the same process of pulling the mask over your face. 


2. Relaxation blanket Sit comfortably in your chair. Close your eyes. Focus 
your attention on your feet. Imagine yourself pulling a soft, warm blanket 
up over your feet. Continue to pull this blanket up over your legs, lap, and 
chest until the blanket is snuggled around your shoulders and against your 
neck. Feel how your body is more relaxed now that it is covered with the 
blanket. This relaxation blanket feels like a security blanket, keeping you 
warm, confident, and comfortable. Keep your eyes closed for another 
minute as you enjoy the warmth and comfort of the blanket. 


3. Breathing by threes This technique can be done with your eyes opened 
or closed. Inhale slowly through your nose as you count to three. Gently 
hold your breath as you again count to three. Exhale slowly through 
your nose as you count to three. Repeat this several times. Often you can 
actually feel your body begin to slow down and relax when you are 
breathing by threes. 
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4. Deep breathing Take a deep breath to fill your lungs. You may think your 


)| Reflection Writing 2 


lungs are full, but there is room for one more breath of air. Inhale once 
again. Now slowly exhale and feel your body relax. Repeat this deep 
breathing several times. If you feel lightheaded or dizzy after trying this 
exercise, you might want to select one of the other options. 


. Deep muscle relaxation — Stress is often felt in one or more of these muscle 


groups: shoulders, arms, lower back, legs, chest, fingers, or face. Take a 
minute to notice the amount of tension you feel in the various locations 
throughout your body. Then make a clenched fist tight enough that you can 
feel your fingers pulsating. Breathe several times and feel the tension in 
your fingers and your hands. Then breathe slowly and uncurl your fists 
until they are totally relaxed. Pay close attention to the different sensations 
as you go from tense to relaxed. Continue this with other muscle groups. 
Let the feelings of deep muscle relaxation and the feelings that the ten- 
sion is washing away spread throughout your body. Feel the difference! 


Yoga Sign up fora class or work with someone who knows yoga to learn 
this Eastern practice, which blends stretching, flexibility, breathing exer- 
cises, and meditation. Besides enjoying a sense of calm and relaxation, fol- 
lowers of yoga believe yoga helps the body heal, alleviates various forms of 
pain, reduces hypertension, and soothes the nervous system. 


CHAPTER 5 


On a separate piece of paper or in a journal, do the following: 


1. 


Think of one specific stressor that you are experiencing now or experience ona 
fairly regular basis. Take a personal inventory of the ways this stressor is affecting 
you physically and emotionally. Do one of the following and then respond to the 
second question: 


a. In your journal, simply state that you have identified a stressor and recognize 
the physical and emotional effects it is having on you. You do not need to give 
any detail. 

b. In your journal, discuss the stressor and its effects on you. 


Identify specific techniques discussed in this chapter that you could use to deal with 
your stressor more effectively. Explain each technique in your own words and tell 
how you will use it. The combination of techniques you select creates a “stress 
reduction plan” that you can begin to implement to gain greater control over your 
source of stress. 
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BQ EXERCISE 5.2 Making a Comparison Chart 


A comparison chart is a form of note taking that shows key characteristics of 
several different topics. To create a comparison chart, list individual topics 
(subjects) in the left column. At the top of each column, write the categories of 
information you want to summarize in the chart. To complete the chart, use only 
key words, short phrases, or short sentences to write important points in the cells 
(the boxes in the chart). The first topic is done as an example. 


& 


Increasing Concentration and Decreasing Stress 


Physical Stage 1. appropriate noise level These create an ideal study area. 
2. two sources of light Fewer distractions increase 
3. organized work space concentration. 


Mental Stage “ 


Dealing with Internal and 
External Distractors 
(Mental Stage) 


Stress Management 


Relaxation Techniques 
(Stress Management) 
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Bw Exercise 5.3 Case Studies 


Each of the following case studies describes a student situation. Read each case 
study carefully; highlight key ideas or student issues. Answer the question that 
ends each case study. In your response, address the key points that you 
highlighted and that directly relate to the question. Answer in complete sentences. 
These case studies are also available online; you can email your response to your 
instructor or print a copy of your work online. 


1. Katlin feels that her life is spinning out of control. She simply cannot find enough time to do quality 
work in her classes. She feels that she is slapping her work together haphazardly. She makes more 
mistakes on her assignments than she did in previous terms. She is annoyed with herself and then gets 
caught up in a lot of negative self-talk. She is too embarrassed about her feelings and stress to talk 
with anyone. In fact, she finds herself avoiding even her closest friends. She does not know how much 
longer she can “put on a happy face” in public. What can Katlin do to break this negative pattern? 


2. Lynn tries to study at the kitchen table since it is the largest work surface in her apartment. She takes 
a long time getting short assignments done because of all the annoying disruptions and distractions. 
The humming sound of the refrigerator bothers her, as do the sounds that come from outside. Every 
time she gets distracted, she feels compelled to get up, move around, and get something to drink or to 
snack on. As long as she is up and around, she often stops to throw some laundry in the washing 
machine or empty the dishwasher. Needless to say, she feels that she is getting nowhere fast. What 
strategies can Lynn use to deal with her external distractions more effectively? 


3. José has a lot of friends and enjoys a wide variety of activities outside school. He was an excellent stu- 
dent in high school but is finding it hard to do well in college. No one told him how much more 
demanding college would be. His friends come by often to see how he is doing. They usually end up 
inviting him to go out for a while, and he goes. He tries studying when he gets home later at night. By 
then he has trouble concentrating. He wastes a lot of time trying to settle down and get assignments 
started. He feels pressured to do so many things that he has problems deciding where to begin. What 
strategies can José use to adjust his approach to the demands of college and college-level work? 


4. Debbie worked hard to create a weekly schedule with sufficient time to study for each of her classes. 
She has disciplined herself to sit down to study during the scheduled blocks of time. Frequently, how- = 
ever, an hour passes and she will have accomplished nothing. Her assignments seem long and tedious. 
She knows she needs to do them, but she cannot seem to gain the momentum, the interest, or the 


motivation to use her time blocks effectively. What strategies would you recommend Debbie use when 
she sits down to study? 
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Bz EXERCISE 5.4 Partner Discussion 


Discuss with a partner ways both of you can use each of the following techniques 
in your life. Be prepared to summarize your discussion with the rest of the class. 


1. Active learning 

2. Warm-ups 

3. Say no 

4. Red bow 

5. Checkmark 

6. Mental rehearsal 
7. Breathing by threes 
8. Study ritual 


Recognizing When 
You Procrastinate 
LLL TN 


Decreasing Procrastination 


y 
\ 
a 
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Procrastination is the process of putting off something until a later time. (You 
were introduced to procrastination in Chapter 4, page 90.) Procrastinators 
choose low-priority tasks over high-priority tasks. Procrastination is a learned 
behavior that can be reduced or eliminated by understanding the reasons for 
procrastinating and then activating effective strategies to modify the self- 
defeating behavior. Reducing or eliminating procrastination results in a more 
productive use of time, improved performance, less stress, and new opportuni- 
ties and successes. 


Any time you find yourself avoiding a specific task or making statements such 
as I'll do it when I am in the mood; I have plenty of time to do it later; I can let it 
slide a few more days; or I will wait because I work better under pressure, recog- 
nize that you are procrastinating. Become aware of your procrastination pat- 
terns by answering the following questions. 


1. Are there specific kinds of tasks involved when you procrastinate? For 
example, do you plan and follow through with studying for your computer 
class, but procrastinate with your writing or your math class? Do you plan 
and follow through with specific household chores but procrastinate when 
faced with the laundry? Identify the specific kinds of tasks that you avoid 
most frequently; for those tasks, you will want to activate strategies to 
change your momentum. 


2. Do you tend to procrastinate beginning a specific task, or do you begin a 
task enthusiastically but then procrastinate in the middle of working on the 
task? For example, do you struggle with setting time aside and sitting down 
to begin writing a paper? Do you make excuses for not beginning the 
paper? Or do you begin the paper but lose interest or motivation halfway 
through the process of writing the paper? Do you almost have the task or 
the goal accomplished but find yourself quitting close to the end of the 
task? For example, do you put off typing the final version of the paper even 
though you have finished writing the paper? Understanding when in the 
process of a task you procrastinate can help you select strategies to com- 
plete tasks or goals more consistently. 


3. Do you start multiple tasks, jumping from one to another, and make less 
important tasks seem more important or urgent? This behavior is a 
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common sign of the onset of procrastination. Procrastinators can get so 
caught up in this whirlwind behavior that they do not realize all the busy 
work is a mask for avoiding specific tasks. When you find yourself scurry- 
ing around, sometimes aimlessly keeping busy, take time to identify the 
task you are avoiding. 


Procrastination occurs for various reasons. In order to select appropriate 
strategies to reduce or eliminate procrastination, begin by pinpointing the 
causes of procrastination. 

The following are common reasons why people procrastinate. 


1. 


S 


Lack of motivation, interest, or purpose: Starting and completing a task is 
difficult when you harbor negative attitudes and perceive the task as bor- 
ing, uninteresting, or meaningless. Motivation—the feeling, emotion, or 
desire that moves a person to take some form of action—is the direct 
result of showing interest in a task and attaching a purpose, a reason, or 
importance to completing a task. Using strategies to increase your interest 
level and give meaning and purpose to your task will increase your level 
of motivation. 


Fear of failure: Sometimes people use fear of failure to procrastinate as a 
way to avoid a possible failure. Rather than experience a failure, they make 
verbal excuses, such as the following: J did not have enough time to do it; I 
had to take care of more important things; my boss asked me to work more 
hours; I lost the assignment; or I had a family emergency. In the mind of the 
procrastinator, the verbal excuses are a way to “save face” and protect the 
ego and self-esteem. This approach may also be used when there is a fear 
of disappointing someone else. These excuses create an impression that if 
the person had only attempted the task, it would have been completed 
successfully. 


. Lack of self-efficacy: Self-efficacy is the belief one has in his or her own 


abilities to perform various tasks. People who lack self-efficacy are filled 
with doubts and apprehension. They feel inadequate and incapable of suc- 
ceeding. They “know’ that they do not have enough time, that the situation 
is hopeless, that they cannot meet the level of expectation, or that they do 
not have the right skills; consequently, they make no attempt to tackle the 
task. They claim defeat rather than attempt the challenge. 


. Task too difficult or complex: Some tasks, especially those that involve 


unfamiliar information or new skills, are perceived as being too difficult or 
too complex. The thought of beginning the task is too unpleasant, over- 
powering, or overwhelming. Procrastination is the result of frustration and 
lack of a solid approach to break the task into smaller, more manageable 
sections and identify the skills, materials, or information needed to begin 
and complete the task. 


. Inaccurate perception of time: Some people have difficulty estimating the 


amount of time needed to complete various kinds of tasks. For example,* 
students may delay starting a term project because they believe there is still 
plenty of time in the term to start and complete the assignment. Other stu- 
dents may lack motivation to begin a project because they inaccurately 
assess the time needed for a project. They may put off reading a new soci- 
ology chapter because they falsely believe that the assignment will take five 
or six hours and it is best to wait until larger blocks of time are available. In 
reality, they may need only two hours to read the chapter and could easily 
complete it during one or two study blocks. 


~ 
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6. 


10. 


Overextended and overcommitted: People who take on too many activities 
and responsibilities use procrastination as a way to shield themselves from 
more. They do not feel that they can manage what is currently “on their 
plate,” so they have no desire to add more stress to their lives with more 
tasks to complete. Procrastination in this situation becomes an attempt to 
refrain from adding more stress to an already stressful pattern. However, 
the consequences of ignoring specific tasks that need to be completed can 
actually add more stress and create new problems. 


. Unclear about the task or expectations: Lack of momentum to act may be 


due to lack of strategies, understanding, or clarity. In this state of confu- 
sion, people lack problem solving or analytical skills to examine the task to 
determine what needs to be done or which steps to use to tackle the task. To 
avoid feeling embarrassed or uncomfortable, they shy away from asking 
for clarification or help. 


. Perfectionism: Perfectionists are not happy unless their work is—in their 


view—perfect. They can be excessively critical of their own work or per- 
formance, so they may use delay tactics to avoid tasks that will be difficult 
to complete or they may create excuses for their work before anyone even 
evaluates it. They may say things such as, “I had to do this in a hurry; it is 
not my best work.” They strive desperately to preserve their self-image as a 
person who is the “best” and to maintain their high standards even when 
those standards are unrealistic. 


. Unconducive environment: Some people procrastinate because their work 


or study environment creates problems and frustrations, and they are not 
productive. It is difficult to be motivated to work on a task when clutter 
covers your work surface, lights hurt your eyes, furniture is too uncom- 
fortable, or you are plagued by interruptions from other people. Trying to 
work in a less than ideal situation becomes too much of a struggle, so tasks 
are postponed until later. 


Habitual pattern: People who procrastinate frequently to avoid starting all 
kinds of tasks have created a behavioral and cognitive pattern that is 
ingrained in their way of “doing life.” They accept and even boast about 
being procrastinators; they pride themselves on being able to do things 
quickly, at the last minute, and under pressure. They often wait for a 
“push,” a threat of a specific consequence, a crisis, or some outside force to 
get the momentum to do what needs to be done. Their focus is on complet- 
ing the task and not necessarily on the quality of the final product. Habitual 
procrastinators benefit from learning new techniques, such as time man- 
agement and goal setting, that can replace old, less effective behavioral and 
cognitive patterns. 


Reasons for procrastinating vary for different tasks, situations, and individ- 


uals. In some cases procrastinating will not have any serious consequences. For 
example, procrastinating about moving a stack of magazines to the garage or 
putting your compact discs back in their cases has no dire consequences other 
than the clutter of magazines or disorganized or scratched compact discs. In 
many other cases, procrastinating leads to increased stress and additional 
problems. Procrastinating about paying your bills, studying for a test, or filling 
your tires with air will have more serious consequences, some of which could 
alter your goals or course for the future. Learning to reduce or eliminate pro- 
crastination can empower you, enhance your self-esteem, strengthen your self- 
discipline, and put you in greater control of your life. 
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BY EXERCISE 5.5 Looking at Yourself 


On the following chart, identify five tasks you recently procrastinated doing. 

In the middle column, write the reason why you procrastinated. You can use one 
or more of the ten reasons discussed on the previous pages, or you can add new 
reasons. In the last column, tell the status of the task: Did you finally complete 
the task? If so, what motivated you? Is the task still unfinished? If so, why? 

You may be asked to discuss your responses in class or in a small group. 


| Task Reason np Status 
Es i ae 
- + 
L He — — ——————— 
i i =H 
ai | m —— 
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Strategies to Many time-management, goal-setting, concentration, and stress-reduction 
Decrease strategies that you have already learned can be used to tackle problems with 
Procrastination procrastination. The following chart provides you with numerous strategies to 


sss|| deal with procrastination. As you read each strategy, think of problems with 
procrastination that you have previously experienced that you could have dealt 
with more effectively by using that strategy. 


Strategies to Decrease Procrastination 


4 
Strategy Explanation 


As soon as you recognize that you are procrastinating, end the inertia by 
writing a specific goal with a target time and date. List the steps in your plan 
of action. Plan a reward that you will enjoy only when you achieve the goal. 


Create a plan of action. 


Create an interest and increase your motivation by engaging another person 
to work with you, such as an assistant or a study group. Seek alternative 
sources of information such as an informative video or Internet search to 
find a new perspective on the topic. Realize that interest also develops once 
you begin to get involved with the task. 


Create an interest. 


When tasks seem meaningless or useless, focus on the relationship of the 
task to a larger, more meaningful goal. Use a goal organizer (page 95) to iden- 
tify advantages of completing the task and consequences of avoiding the 
task. Attaching greater significance to the completion of a task improves 
your motivation. 


Identify a purpose. 
/ 


Focus on your positive traits, your accomplishments, and your talents. Use: 

@ Positive self-talk and praise. Plan to increase your self-efficacy and self- 
image as a person who is in control and taking steps to succeed. 

@ Mental rehearsal to practice working through the specific steps of the task 
with ease, confidence, and success. By mentally rehearsing several times 
before you begin the task, you reduce your fear and belief that you 
will fail. 

@ Seeing success, which is another type of visualization. Instead of focus- 
ing on yourself doing the steps as in mental rehearsal, create a mental pic- 
ture of yourself succeeding at the task. Focus on how you feel working on 
and completing the task. What are the benefits? What emotions will you 
experience? Seeing success helps sweep away images of failure. 


Face your fear of 
failure. 


Express your feelings through an “anti-procrastination journal.” Discuss 
your feelings about procrastinating, the steps you are taking, problems you 
are encountering, and, most important, the successes—both minor and 
major—you are experiencing. Watch for procrastination patterns; create 
plans to change those patterns of behavior. 


Keep a journal. 


Se er a a 
Each time you get involved in self-criticism, negative thinking, self-doubt- 
ing, or statements of frustration, put a halt to the negatives by replacing 
them with positive thoughts and images. Adjust your attitude and commit to 
a new plan of positive action. Use: 
@ Emotional e words 
g@ Affirmations 
@ Positive self-talk 


Change negatives to 
positives. 


(continued) 
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Break a difficult or 
complex task into 
smaller, more 
manageable steps. 


Ask for help or 
guidance. 


List your priorities. 


Set your boundaries. 


Relax your personal 
standards. 


Create an environment 
conducive to work. 


Be willing to try new 
approaches. 


Make a contract with 
yourself. 


Ask for support. 


Work ona task a few 
minutes each day. 


Use your time- 
management skills. 


—__—_}_—. 


Use stress-reduction techniques to reach a peaceful state of mind. Then take 
a problem-solving approach to identify the problem areas. Use chunking to 
identify the individual parts of the task and the individual steps needed to 
achieve your goal. Plan to work on one step at a time. 


Make good use of other people as resources. Recognize there is no reason to 
be embarrassed about asking questions, asking for clarification, or seeking 
help in tackling the task. 


When you feel overwhelmed or overextended with things you need to do and 
responsibilities you need to meet, make a list of tasks. Prioritize the tasks. 
Focus your time on the most important tasks; let go of those that consume 
your time but are not your top priorities. 


Identify your boundaries and protect those boundaries by learning to say no 
to distractors and people who make demands on your time when the 
demands are not your priorities. 


If you tend to be a perfectionist, examine your standards or expectations for 
yourself to determine whether they are unrealistically high. Find a more 
comfortable and realistic set of standards that still produces quality work 
but does not require you to be “the best” at a specific task. 


Remove the elements in your environment that affect your motivation or 
ability to perform a task. Take charge by organizing or rearranging your 
space so you can be more motivated and productive. 


Explore ways to break old patterns and habits. Just because you have 
“always done things this way” does not mean that your current way is the 
most efficient or effective. Listen to yourself. If you are rationalizing or using 
delay tactics that are past patterns, be willing to discard those habits and 
replace them with new ones. 


When you hear yourself making verbal excuses for your behavior, take time 
to make a contract with yourself to complete a specific task. Push yourself to 
“just do it.” The hardest barrier at times is beginning; once the task is started, 
forward progress is easier. 


Explain your desire to move forward and end your procrastination on a spe- 
cific task. Tell your friends or family members of your intent. Seek their sup- 
port and encouragement. 


Set aside time each day to chip away at the task. Before long, you will be on 
your way to completing the task. 


After you create a plan of action, schedule time throughout the week for the 
task. During the time block for the task, avoid making excuses or using delay 
tactics. Use some of the previous techniques to plunge into the task and work 
diligently on it for the allocated block of time. 
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©CeQ Exercise 5.6 LINKS 


With a partner, in a small group, or on your own, find the relationships within 
the following paired topics. If you are working with a partner or a small group, 
discuss the relationships. If you are working on your own, explain the 
relationships in writing on a separate piece of paper. 


Paired Topics 


How are these items related? 


procrastination and stress 


procrastination and motivation 


motivation and goal setting 


Reflection Writing 3 CHAPTER 5 


On a separate piece of paper or in a journal, discuss the strategies examined in this chap- 
ter that you feel will be most effective for increasing your concentration, decreasing your 
stress, and decreasing your patterns of procrastination. 


SUMMARY 


@ Concentration requires that you set a positive B Soothing mask, relaxation blanket, breathing by 
physical stage conducive to maintaining a men- threes, deep breathing, deep muscle relaxation, 
tal focus. An ideal study area addresses noise, and yoga are six relaxation techniques that 
lighting, and work space issues. reduce stress. 


Concentration requires that you set a positive 
mental stage by being an active learner, using 
goal setting, doing warm-ups, and using tech- 
niques to deal with internal and external dis- 
tractors. Take charge, say no, no need, red bow, 
checkmark, mental storage box, and tunnel 
vision are techniques that reduce or eliminate 
distractors. 


Stress is a reaction or a response to events or 
situations that threaten to disrupt normal pat- 
terns or routines. Healthy stress can motivate 
us to move forward and change. Excessive 
stress has cognitive, physical, and emotional 
consequences. 


Stress-management techniques can help you 
take control of stress before it becomes excessive. 


Procrastination, a learned behavior, is the 
process of putting off something until a later 
time. 


For procrastinators, lower-priority tasks take 
precedence over higher-priority tasks. 


People procrastinate for a variety of reasons. 
Lack of motivation, fear of failure, lack of 
self-efficacy, perfectionism, and habitual pat- 
terns are five of the ten common reasons for 
procrastinating. 


A variety of strategies can help you tackle the 
problem of procrastination. Many of the strate- 
gies are similar to those strategies used for time 
management, goal setting, and concentration. 
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[Q) ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 
links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 
If you are working on your own computer, bookmark this web site. 


LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 5. Your instructor may assign one or 
more specific options, or may ask you to select one or more options that interest 
you the most. 


1. Expand the Chapter 5 mapping on page 111. Notice that the name of the chapter appears in the cen- 
ter and each of the chapter headings extends outward. Copy this structure on a blank piece of paper. 
Reread the information under each heading in your textbook. Extend branches on the mapping to 
show important key words or phrases for each heading. You can add pictures and colors to your visual 
mapping. (See pages 25, 52, and Chapter 11 for additional information.) 


2. Use index cards to create a set of flash cards for the terms listed at the beginning of this chapter (page 
111). Write the terms on the fronts of the cards and the definitions and explanations on the backs. 


3. Use the Internet or the periodicals (magazine) resources in your library to locate an informative web 
site for the topic of concentration, stress management, or procrastination. Print the information. 
Prepare a short presentation or a written summary of the most significant information. In your pres- 
entation or summary, explain how the contents of the web site relate to the content of Chapter 5. 


4. Design an informative brochure that could be given to students outside this class. Explain one of the 
following: ways students can improve concentration, ways students can decrease stress, or ways stu- 
dents can overcome procrastination. 


5. Interview five or more adults to find out the kinds of stresses they face in their everyday lives and the 
strategies they use to reduce their stress levels. Write a separate summary for each of your interviews. 
Include the list of questions you used in the interviews. 


6. Create a humorous poster that uses one of the following titles: How to Create Stress in Your Life or How 
to Become a Habitual Procrastinator. On the poster, list techniques to become stressed or a habitual 
procrastinator. Students who see your poster should be able to understand that effective strategies to 
reduce stress or procrastination are the opposite of the strategies on your poster. 


7. Create a plan of action for increasing concentration, decreasing stress, or decreasing procrastination. 
Write your plan of action as a goal; use the four steps for effective goal setting (page 93). Keep a daily 
journal or record of your progress for seven or more days. At the end of seven days, evaluate your 


success. Discuss any problems you had following your plan of action and how you handled those 
problems. 
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Cnuapter 5 Review Questions 
Multiple Choice 


Choose the best answer to complete each of the following statements and write 
its letter on the line. 


Concentration is 
a. the ability to block out distractions and focus on only one item or task. 
b. one of the twelve principles of memory. 


c. amental discipline that involves training your mind to keep a focus. 
d. All of the above 


Poor concentration may stem from 

a. stress about personal relationships, worries, or fears. 
b. a lack of motivation. 

c. internal and external distractors. 

d. a noisy studying environment. 


External distractors can include 

a. sunshine, noises, and lighting. 

b, smells, noises, and worries. 

c. negative self-talk, clutter, and people. 

d. the checkmark technique, the red-bow technique, and framing. 


When you hear yourself involved in negative self-talk, it is best to 

a. calmly listen to it and add other reminders of past disappointments. 

b. replace it with positive statements or affirmations that recognize your good qualities. 
c. turn on the television, radio, or stereo to distract your thought processes. 

d. All of the above 


Which techniques would work best for a student who wanted to stop wasting the first half 
hour of a study block trying to “get started” on studying? 

a. Warm-ups, chunking technique, and setting goals 

b. Perfect place, red-bow, and reviewing 

c. Breathing by threes and relaxation blanket 

d. Tunnel vision, soothing mask, and take charge 


Active learning 

occurs when you use a lot of energy reading a textbook nonstop for several hours. 
requires a person to walk, pace, or move around the room while studying. 

is a type of passive learning in which learning becomes automatic. 

requires the learner to use study strategies that require active participation in the 
learning process. 


ao op 


Procrastination 

a. may stem from lack of interest, fear of failure, or perfectionism. 

b. occurs when low-priority tasks take the place of high-priority tasks. 
c. isalearned pattern that can be altered by using effective strategies. 
d. All of the above 


Which of the following strategies are not designed to adjust a person's attitude from nega- 
tive to positive? 

Tunnel vision, intrinsic rewards, and deep breathing 

Mental rehearsal and positive self-talk 

Affirmations and emotional e words 

Seeing success and strategies to increase self-efficacy 
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9. Which of the following statements is not true about stress? 


a. 
b. 


Cc. 


d. 


Stress is normal and can help people move in new directions. 

Prolonged stress can have physical, emotional, and cognitive consequences. 

Excessive stress requires prescription medications in order to avoid physical damage 
to the body. 

Excessive stress may affect the functioning of short-term and long-term memory. 


10. Which of the following helps a person decrease or eliminate the habit of procrastinating 
about doing important tasks? 


aos 


Taking time to understand when and why procrastination occurs 
Using weekly schedules and task schedules 

Using effective time-management and goal-setting techniques 
All of the above 


Short Answer and Critical Thinking 


Answer the following questions. Answer in complete sentences using details and 
terminology from this chapter. 


1. What are the differences between an active and a passive learner? 


2. When normal stress becomes excessive, changes occur in cognitive functioning. Discuss how exces- 
sive stress affects our ability to process information through the Information Processing Model. 


3. Identify one reason why some people procrastinate. Then discuss three or more strategies that these 
procrastinators could use to end this form of procrastination. 
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Boosting Your 
Memory and 
Preparing for Tests 


Combating 
the Process 
of Forgetting 


Boosting Your 
Memory and 
Preparing for Tests 


Using Mnemonics 
to Boost Your 
Memory 


Preparing 
for Tests 


Forgetting is a natural process that occurs throughout the memory system. Five 
Theories of Forgetting explain why you must strive to use effective study skill 

strategies to combat the process of forgetting. In addition to an array of study 

skills strategies, you can use mnemonics (memory tricks) to boost your memory 
and your ability to recall information that is otherwise difficult to retrieve. Tests in 
college are a standard method to assess your understanding of course material. 
In this chapter, you will learn effective strategies to prepare for tests and reduce 


the occurrence of test anxiety. 


- acrostics © 
| associations.) 
_ rhythms, rhymes, and 


stacking 


| ‘Terms to Know 


_ Five Theories of _ 


Forgetting 


_ Decay Theory 


Displacement Theory 

Interference Theory 

Incomplete Encoding 
Theory 

Retrieval Failure 
Theory 

mnemonics 

acronyms 


jingles a ea 


loci 

peg systems 

rhyming peg system 

number shape peg 
system 

cramming 

five-day study plan 

summary notes 

Bloom’s Taxonomy 

stress 

test anxiety 

locus of control 

internal locus of 
control 

external locus of 
control 

systematic 
desensitization 
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CHAPTER 6 Boosting Memory and Preparing for Tests Profil 
ema nea een omone = 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 

ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


NES NO 
1. When I take tests, I tend to forget information I have studied. 


2. Iusually feel prepared and confident about upcoming tests. 


3. I am often nervous, feel sick, or have physical problems (headache, 
stomachache, clammy hands) right before a test. 


4. I sometimes use memory tricks (mnemonics) to help me learn specific 
information. 


5. I try to find out as much information as possible about a test before it is 
given. 

6. Difficulties I have on tests are usually due to factors that are beyond my 
control. 


7. Imake special summary notes before every major test. 
8. I make a five-day study plan before major tests. 


9. Luse the survival technique of cramming for most tests. 


10. I practice predicting and writing test questions as one way to prepare for 
tests. 


1. Discuss your profile score for this chapter. What was your score? What does it mean 
to you? 


2. Discuss reasons why you would benefit from learning strategies to boost your mem- 
ory. In what areas do you feel you have the most difficulty remembering information? 
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Combating the Process of Forgetting 


Five Theories of 
Forgetting 
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The process of forgetting, unfortunately, occurs quite naturally in the human 
memory system. In Chapter 2 you learned that sensory stimuli enter short-term 
memory, which is a temporary storage system with limited capacity and dura- 
tion. If you do not make a conscious effort or decision to process the informa- 
tion from the sensory stimuli, more likely than not the information will be 
dumped out of the memory system rather than processed and imprinted in 
your long-term memory. As discouraging as it sounds, forgetting is not limited 
to short-term memory. Forgetting can occur as you rehearse information, and 
it can occur when you attempt to retrieve information from schemas in your 
long-term memory. Because forgetting is quite a natural process, being aware 
of the different types of forgetting can help you select strategies designed to 
boost your memory and overpower the process of forgetting. 


The Twelve Principles of Memory (SAVE CRIB FOTO) discussed in Chapter 2 
enhance your ability to learn new information. Selectivity, association, visuali- 
zation, effort, concentration, recitation, interest, big and little pictures, feedback, 
organization, time on task, and ongoing review strengthen your ability to imprint 
information accurately and efficiently in your long-term memory. These mem- 
ory principles also facilitate the process of retrieving information from long- 
term memory so you can use or apply it as needed. However, the human mem- 
ory system is extremely complex; even when you use the twelve principles, you 
will still experience situations in which you forget information. The Five 
Theories of Forgetting explain different types of forgetting that you might 
experience. 

The Decay Theory occurs in short-term memory. When some stimuli reach 
short-term memory, they are simply too weak to be processed. The information 
decays or fades away before it can be sorted or processed. Stimuli often grow 
weak when you do not give adequate attention or assign importance to the 
incoming information. Because the information is never processed, it is never 
really “learned.” 

The Displacement Theory also occurs in short-term memory. This theory 
states that if too much information comes into short-term memory too rapidly, 
some of the information that is already in this limited storage center will be 
shoved aside or displaced to make room for the new incoming stimuli. Ample 
time was not available to process or move the displaced information through 
the memory system. Consequently, this information also was never learned. 

The Interference Theory applies to the confusion that can occur between 
old and new information in long-term memory. One type of confusion occurs 
when the new information you are learning interferes with your ability to recall 
or retrieve information that you learned previously. For example, if you once 
knew how to speak Portuguese but are now studying Spanish, you may have a 
hard time locating in your memory words that you once knew in Portuguese 
because your newly acquired Spanish language skills interfere with your recall 
of Portuguese words. This type of interference occurs more frequently when the 
new and the old information are similar in nature. A reverse type of interference 
may also occur: old information interferes with learning new information. The 
old information is so thoroughly imprinted that it is recalled or retrieved 
instead of the new information. Using the same example of two languages, you 
might have difficulty learning or correctly using Spanish vocabulary because 
your tendency is to automatically retrieve and use Portuguese words, which are 
more familiar and more firmly imprinted as part of your memory system. 
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Forgetting due to interference occurs frequently. Consider the confusion you 
would likely experience if your current math instructor were to require a differ- 
ent series of problem-solving steps than did your previous instructor. Or con- 
sider the confusion you might experience in a history class that teaches a more 
culturally sensitive and accurate portrayal of historical events than you previ- 
ously learned in traditional history textbooks. When old and new information 
contradict each other or are so similar that you have difficulty distinguishing 
the finer details between the subjects, interference may occur and result ina 
weakened memory system and forgetting. 

The Incomplete Encoding Theory applies to information as you rehearse 
it. Some information is only partially learned because you did not encode 
it clearly during the rehearsal or practice stage. If you do not self-quiz or use 
techniques that provide you with feedback as you learn, you may be under the 
assumption that you have learned the new information. When you attempt to 
retrieve the information from your long-term memory, however, you find that 
the information is vague or incomplete. Incomplete encoding may occur when 
inadequate attention is given to the specific details or when rote memory is 
used instead of elaborative rehearsal. 

The Retrieval Failure Theory occurs when you are not able to find infor- 
mation in your memory bank. Even though you previously learned the infor- 
mation and you know that it is imprinted, you “go blank.” Failure to locate 
information in memory may be attributed to a weak organizational system for 
storing or filing information. The information is not firmly attached to a 
schema. This often occurs when you use rote memory to learn individual facts; 
the facts are stored in memory but are difficult to locate if understanding, rela- 
tionships, or meaning are not attached to them. Retrieval failure may also be 
attributed to lack of use or ongoing review. To get a clearer picture of this form 
of forgetting, imagine a rusty access door that does not allow you to open the 
information, or a cobweb covering information that you have not used for quite 
some time. Retrieval failure may also occur when thought processes are dis- 
rupted due to test anxiety, stress, or other emotional reactions. 

Each of the Five Theories of Forgetting shows that you can forget informa- 
tion during several different stages of the Information Processing Model. In this 
chapter you will learn new strategies and review previously learned strategies 
for taking in, rehearsing, storing, and retrieving information in ways that 
reduce or eliminate the effects of the Five Theories of Forgetting. 


Form groups of three or four students. 


1. On a large piece of paper, write the Five Theories of Forgetting. (You may 
organize your work in a category chart or in lists.) 


2. Brainstorm study strategies that you can use to combat each of the five 
kinds of forgetting. What steps or techniques can you use to reduce or elim- 
inate each kind of forgetting? Compile all your ideas on paper. You may be 
asked to share your ideas with the class. . 


Using Study Skills 
to Combat the 
Process of 
Forgetting 


A primary goal of learning effective study skills is to increase your learning 
potential, which includes combating the process of forgetting. In the first five 
chapters of this textbook, you have already learned an array of skills that will 
boost your memory and facilitate the process of learning. The following chart 
summarizes many of the techniques that you have already learned to enhance 
memory. Later chapters will cover additional techniques for learning informa- 
tion presented in your textbooks and in lectures. 


Copyright \ mougnton Nitin Company. All rignts reserved. 


Chapter 1 


Chapter 2 


Chapter 3 


Chapter 4 


Chapter 5 


nemonics to Boost Your Memory 


CHAPTER 6 Boosting Your Memory and Preparing for Tests 141 


Study Skills Strategies to Combat Forgetting and Boost Memory 


Using multisensory learning strategies for three cognitive learning styles 
Using strategies for global and linear learners 

Using strategies for structured, interactive, and independent learning 
Using your multiple intelligences 


Processing information through short-term memory 

Rehearsing information 

Using self-quizzing for feedback 

Retrieving information from long-term memory 

Using the Twelve Principles of Memory to strengthen your memory 


Using term, weekly, daily, and task schedules to manage time effectively 
Using distributed practice and avoiding marathon studying or massed practice 


Setting long-term, intermediary, short-term, and immediate goals 
Using a four-step approach for writing effective goals 

Using a goal organizer to create a plan of action 

Using goal setting for study blocks 

Creating a five-day study plan 

Developing a long-term goal for term-long projects 

Creating summary notes 

Making flash cards or index cards as study tools 


Creating an ideal physical stage for increasing concentration 

Creating an ideal mental stage for increasing concentration 

Using strategies to reduce or eliminate internal and external distractors 
Using strategies to decrease stress and procrastination 


Application of these study skills requires a commitment on your part to 
change the way you meet the demands of college-level work. The more consis- 
tently you use these strategies, the more quickly they become habitual. With 
practice, you will find that your confidence level for learning new information 
increases and that you will experience greater academic success. In the follow- 
ing section, you will learn to use mnemonics—memory techniques—to add 
interest to the process of learning while boosting your memory. 


TON 


Mnemonics are memory techniques or memory tricks that serve as bridges to 
help you recall specific facts or details that for whatever reason are difficult for 
you to remember. Mnemonics provide you with an extra clue to help trigger 
your memory so you can recall information more easily. In this textbook, 
SAVE CRIB FOTO is a mnemonic designed to help you recall the Twelve 
Principles of Memory accurately. You have probably used mnemonics to some 
extent before. For example, have you ever met someone and then used some 
type of memory trick to remember that person’s name? Perhaps you associated 
that person’s name to another person you know with the same name or to some 
object or picture that would help you recall the name at a later time. Maybe you 
created a rhyme ora short phrase to help you remember the name. For another 
example, think back to a time when you received a new license plate for your 
car. Do you remember creating a memory trick to learn the new license plate 


number? 


W4é 
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Mnemonics serve an important role in memory, but they have limitations 
and should be used sparingly. If you use mnemonics too extensively, they 
become cumbersome and can add confusion to your learning process. If you do 
not study the mnemonics accurately, they hinder rather than help you recall 
information accurately. The following chart shows the advantages and disad- 
vantages of using mnemonics. 


Advantages of Using Mnemonics 


Disadvantages of Using Mnemonics 


. They provide a memory bridge 


to help you recall information 
that otherwise is difficult to 
remember. 


. They involve rearranging or 


reorganizing information, 

which also helps you personalize 
the information and be a more 
active learner. 


. They add interest to studying by 


providing you with new ways to 
work with information. 


. When used properly, they allow 


you to spend less time retrieving 
information from your long-term 
memory. 


. They rely more on rote memory 


. Overuse of mnemonics can result 


1. They must be recited and 


practiced in a precise manner 
in order to work correctly. 


. They require time to create, 


learn, and practice. 


. They can become “crutches” 


and can give you a false sense 
of security that you know the 
information. 


than on elaborative rehearsal, so 
your actual understanding of the 
concepts may be inadequate. 


in confusion and an excessive 
expenditure of time reviewing all 
the mnemonics. 


Some students use mnemonics quite naturally and on a regular basis. 
Others shy away from mnemonics because they are foreign or unfamiliar and 
seem to require too much extra work. However, as with all the other study skills 
in this textbook, after you learn how to create and study from the following 
kinds of mnemonics, using them when you study or in your personal life 
becomes an option that you can use selectively to boost your memory. 


Mnemonics 


L 
. Associations 

. Rhythms, rhymes, andjingles _ 
. Pictures or graphics tt” y 
. Stacking 

. Loci (location) 

. Peg systems 


NOOB WD 


Acronyms and acrostics 
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Acronyms and 
Acrostics 
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Acronyms and acrostics are mnemonics designed to help you learn a list of 
items in either a fixed or a random order. An acronym is a word or group of 
words made by taking the first letter of the key words in a list of items and using 
those letters to create a new word or phrase. The new word or phrase, such as 
SAVE CRIB FOTO, is the mnemonic or memory bridge that helps trigger your 
memory to recall something, in this case the Twelve Principles of Memory. The 
following example shows the steps in creating and memorizing acronyms. 


1. Make a list of the items you need to remember—for example, the five Great 
Lakes in the northern United States: 


Lake Superior 
Lake Huron 
Lake Erie 
Lake Ontario 
Lake Michigan 


2. If any item in your list consists of more than one word, underline one key 
word that would help you remember the item. Do not choose two key 
words for an item, or you will end up trying to remember more items than 
are actually there. 


3. Write the first letter of each key word on the side or bottom of your paper. 
For the Great Lakes, the letters would be S H E O M. If you have difficulty 
creating a word or a phrase, try listing the vowels on one line and the con- 
sonants on a second line below the vowels. For the Great Lakes, the letters 
could be lined up as follows: 


ig 40) 
De oleh Shi 


4. Rearrange the letters until you can form a word or group of words. For the 
Great Lakes, the letters can be rearranged to create the acronym HOMES. 


5. Practice memorizing the acronym. Then practice translating the acronym 
accurately by reciting what each letter represents: H (Huron), O (Ontario), 
M (Michigan), FE (Erie), S (Superior). 


Keep these important tips in mind when you create acronyms: 


1. Every word needs at least one vowel (a, e, i, 0, u), so if none of the words in 
your list of key words begins with a vowel, you cannot create an acronym. 
Your next option would be to create an acrostic (see below). For example, 
assume you wanted to create an acronym for six relaxation techniques: 
soothing mask, relaxation blanket, breathing by threes, deep breathing, 
deep muscle relaxation, and yoga. Even though y sometimes works as a 
vowel, you do not have other vowels to work with. Instead you have 
a choice of consonants: s or m (soothing mask), r or b (relaxation blanket), 
b or t (breathing by threes), d or b (deep breathing), d or m or r (deep 
muscle relaxation), and y (yoga). 

2. Areal word is easier to recall than a nonsense word, so strive to rearrange 
the letters to create real words. 


(JINLL £ VV ST NO I ok ii A Soll in aE ltd meee al bbls ai) 


3. If you must recall the key items in your list in an exact order, chances are 
slim that the first letter of the key words in your list of items will automati- 
cally form a word. 

4. Acronyms are easier to create when you can reorder the items versus hav- 
ing to recall them in a fixed order. 

5. If an item in your list consists of more than one word, select one of the 
words to use. If you have difficulty creating an acronym, return to the key 
words and select a different key word for an item on the list. For example, 
with the memory principle of ongoing review, you could work with the o 
or the r. 

6. Youcannot add additional letters to create an acronym. Adding letters that 
do not reflect key words in your list will confuse you when you try to recall 
the key words represented by the items in the acronym. 


An acrostic is a sentence made by using the first letters of the key words in a 
list of items to create words that form a sentence that helps trigger your mem- 
ory to recall the items in the list. The following example shows the steps in cre- 
ating and memorizing with acrostics. 


1. Make a list of the items you need to remember: For example, suppose you 
need to remember the order of operations in a math problem. They are: 
parentheses 
exponents 
multiplication 
division 
addition 
subtraction 

2. Ifthere is more than one word per item, underline one key word that would 
help you remember the item. 

3. Write the first letter of each key word on the bottom of your paper. Leave 
space after each letter. 

Pek ak ne ee De ee Ae eee 


4. Make a sentence using the letters in order. Sometimes it is easier to remem- 
ber a sentence if it is silly, bizarre, or significant to you. An acrostic for the 
order of mathematical operations is as follows: 


Please excuse my dear Aunt Sally. 


5. Memorize the sentence. Then practice translating the mnemonic by recit- 
ing what each word represents. 


Keep these important tips in mind when you create acrostics: 


1. Humorous or bizarre sentences are often easier to remember. If you can 
create a picture in your mind of the information in the sentence, that may ~ 
help also. 


2. You cannot add additional words to create a sentence. Each word in the 
sentence must begin with a letter that corresponds to the first letter of the 
key words in your list to memorize. 


3. If more than one word in your list of items to remember begins with the 
same letter, try using words that begin with the first two letters of the key 
words. For example, in the Twelve Principles of Memory, there are two prin- 
ciples that begin with the letter o—organization and ongoing review. In an 
acrostic you could use words that begin with or and on. 
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QB Exercise 6.1 Working with Acronyms and Acrostics 


1. The mnemonic SAVE CRIB FOTO is an acronym that has been used throughout this book. For any 
mnemonic to be effective, you must practice naming what each letter represents. In the space below, 
tell what each letter represents. 


SAVE CRIB FOTO is a mnemonic for: 


PL ee a Om F = 


> 
i} 


R= O-= 


V= I = T= 


he ees Se ULB O= 


2. Create acronyms for the following items. The letters to use appear before the space to write your 
acronym. In some cases, you have a choice of letters to use for key items; remember, however, to use 
one—not both—of the letters. 


a. 


A pediatrician’s advice for food a child should eat when he or she has a stomach flu: bananas, apple- 
sauce, toast, rice. 


/ 
Letterstouse: b a _ t r 


Acronym: 


. What you should do to treat sudden muscle injuries: compress, elevate, use ice, and rest. 


Letterstouse: c e wuori r 


Acronym: 


. The four voices in a quartet: alto, bass, tenor, and soprano. 


Letterstouse: a b t s 


Acronym: 


. Ten body systems in humans: skeletal, digestive, muscular, endocrine, circulatory, nervous, 


reproductive, urinary, respiratory, and integumentary. 


Letters'to use: s dm*e cn ru rr ii 


Acronym: 


3. Create acrostics for the following items. The letters to use to begin words in a sentence appear below; 
however, if the items do not need to appear in order, you may rearrange the letters. 


a. 


Four levels of response in order for test questions: immediate, delayed, assisted, and educated 
guessing 


ao ae d a g 
Steps for writing goals: Set specific goals, set specific target date and time, identify steps, and plan 
a reward 


S ee | ao cere SRP. Hain r 


. Maslow’s Hierarchy of Needs: physiological, safety, social, esteem, and self-realization 


| gla Mier ae Se Sb a ee Gs tee Ss 
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d. Types of contemporary views on motivation: Equity Theory, Expectancy T. heory, Reinforcement 
Theory, and Theory Z 


E 


Th Yh, 


e. The names of the five lines of the treble clef in the music staff are E, G, B, D, and F A famous 
acrostic for these lines is: Every good boy does fine. Create a new acrostic for the lines in the treble 


clef. 


5) 


Associations 


Rhythms, Rhymes, 
and Jingles 


Oftentimes an item can be remembered when you associate it to something that 
is familiar or has a similar characteristic. For example, if you want to remem- 
ber someone’s name and the person has the same name as your aunt, connect 
the person to your aunt. When you see the person again, you think about your 
aunt and remember this person’s name. You can also link the person to an 
object. If the person’s last name is Carpenter, picture the person wearing a car- 
penter’s apron and holding a hammer in one hand. 

The following examples show other kinds of associations that have been 
created to remember specific information: 


m How high is Mount Fuji in Japan? You can remember the height by stringing 
the number of months in a year to the number of days in a year and then 
adding 24 hours: 12,365 + 24 = 12,389 feet. 


@ Do you enjoy a nice “dessert” or a nice “desert” after dinner? After dinner, 
you want dessert, the word with two S’s. Just remember this mnemonic that 
has two S’s: so sweet. 


m You must remember to get your gym clothes out of the dryer tomorrow 
before you go to school. Since you always start coffee in the morning, go to 
bed with a clear mental picture of your gym clothes stuffed inside the coffee 
pot. The association occurs in the morning when you see the coffee pot. 


m Do you frequently confuse the spelling of two homonyms: principal and 
principle? You can use this mnemonic to avoid further confusion. A 
principal is your pal; he is also the principal (main) administrator in the 
school. The only time you use the -ple spelling is when you are referring to a 
rule or a standard. So you study principles of accounting; you live your life 
based on your principles. However, you pay the principal on a loan; you have 
the principal role in a play. 


Auditory learners and those with strong language or musical skills enjoy learn- 
ing through rhythms, rhymes, and jingles. Such individuals can use their cre- 
ativity by rhyming words, attaching a catchy tune or rhythm, creating a rap, or 
thinking up a jingle. Any time you find yourself singing a commercial or repeat- 
ing an advertising slogan, marketing experts have succeeded in getting infor* 
mation into your long-term memory. When you use this form of mnemonic, 
you are using your verbal and musical strengths to boost your memory. The 
following examples demonstrate the use of rhythms, rhymes, and jingles as 
mnemonics to learn information. 
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M@ Use i before e when you hear a long e 
except after c (chief, believe, receive, 
sleigh, eight). 

Use i before e except after c or when 
sounded as a as in neighbor and weigh. 


M In fourteen hundred and_ ninety-two, 
Columbus sailed the ocean blue. 

H@ Spring forward; fall back (daylight saving 
time). 

@ Thirty days hath September, April, June, 
and November. All the rest have thirty-one 
(except February). 

@ Who invented dynamite? Alfred Nobel had 


ee ee —— as quite a fright when he discovered dynamite. 


Many companies have memorable jingles or slogans. @ Which way should you turn to open a jar 
What company or product slogans do you know? or tighten a bolt? Righty tighty, lefty loosy. 


H@ Stalactites are icicle-shaped deposits that 

hang down from the roof of a cave. 

Stalagmites are deposits in a cave that 

4 build up from the floor. When the mites go 
up, the tights come down. 


stalactites 
stalagmites 
Pictures and Pictures and graphics are stored differently than words in long-term memory. 


Graphics Visual learners and students with artistic talents often find that converting 
RSCG information into pictures or graphics and using a variety of colors in their study 
tools help them remember and recall information more efficiently. 

To boost your memory, you can add pictures and graphics to study tools such 
as mappings, hierarchies, category charts, Cornell notes, or index cards. Linking 
pictures and colors with words often creates a stronger imprint of information 
in long-term memory. Notice how the combination of words and pictures in the 
Chapter 2 Links exercise, page 52, facilitates the process of learning the Twelve 
Principles of Memory; if you are not able to recall the words, you can shift your 
attention or memory search to the pictures that appear on the study tool. As you 
experiment with the impact of detailed pictures, whimsical cartoons, basic stick 
figures, or colorful borders or patterns in your study tools, you create opportu- 
nities to add creativity and interest to your work. The following examples show 
creative ways to combine pictures with information you may need to learn. 


@ Three cognitive learning modalities 


WS <r 
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Stacking 


@ lat, 
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@ Eight intelligences 
Visual-spatial Bodily-kinesthetic 


Linguistic Intrapersonal 
Music Interpersonal 
Logical math Naturalist 


H Do you sometimes forget which direction is latitude and which is longitude 
on a map or globe? Say each word and exaggerate your mouth as shown in 
the pictures. Notice when your mouth is long? Say “latitude” with your 
mouth smiling (going around the globe). 


@ Is the Tropic of Cancer north or south of the equa- 
tor? Which is the Tropic of Capricorn? Well, when 
you have corns on your feet, are they on the north- 
ern or the southern half of your body? The picture 
helps with the visual image. 


The stacking type of mnemonic uses pictures and associations to remember a 
list of items. To create a stacking mnemonic, begin by listing the items you need 
to remember. Then create a strong visual image of the first item on the bottom 
of the stack. In your mind, add the next item. Visually review the first item and 
then the second item before you add the third item. Continue this process of 
reviewing the previous items before you add a new item. Practice reciting the 
items from your visual memory. In addition to using this technique for lists of 
items from one of your courses, you can practice strengthening your visual 
memory by using the technique for a shopping list. You can then go to the store 
and complete your shopping without carrying a written list of items. The fol- 
lowing stacking shows a shopping list with ten items. 


cereal 

film 

apples 
toilet paper 
watermelon 
mayonnaise 
milk 
shampoo 


cabbage 


hot dogs 
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Ge Exercise 1.7 LINKS 


1. The following pictures represent the Five Theories of Forgetting. Write the name of each theory under 
the relevant picture. 


5 Theories of Forgetting 


2. List the Five Theories of Forgetting and one letter for each key word. Create an acronym. 


List the Five Theories Write the Letters | Create Your Acronym 


e. 


3. Create your own pictures for each of the Five Theories of Forgetting. Present them in the form of a 
stacking. 


4. Draw the Information Processing Model. On the model, show where each theory of forgetting occurs. 
Organize your work in a way that is easy to read and understand. 
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Loci 
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Loci, which means locations, is a mnemonic that dates back to the early times 
of Greek orators, who could deliver lengthy speeches without any written notes. 
Instead orators made mental notes by associating parts or topics of their 
speeches with familiar rooms or locations in a building. In their minds, as they 
walked through each room, they visualized items in the rooms that they associ- 
ated to the topic to be discussed. With this technique they were able to deliver 
organized, fluent speeches to their audiences. 

For example, you may want to picture the first floor of a building on your 
campus. The following drawing shows front doors, hallway, cafeteria, lounge 
area, hallway, lecture hall, foreign language lab, and restrooms. For each of these 
locations, you could mentally attach a picture that represents the topic you 
would like to present in a speech, or you could attach pictures that represent a 
specific event in a sequence of events. 


© 


lecture 


foreign 
language lab 


For example, assume that you are going to give a speech or write an essay for 
a history class about the end of the economic boom in the 1970s. You need to dis- 
cuss these topics: 350% increase in oil prices; Arab oil embargo; high retail prices; 
slump in auto industry and manufacturing; high unemployment; easy credit; 
high costs of health, safety, and pollution controls; and massive government 
spending. You can picture the following images at each location in the building: 

1. At the front door, picture a poster that says “350% increase in oil prices.” 

. In the hallway, picture a row of oil barrels with large Xs painted on them. 
. In the cafeteria, picture food prices: hamburgers $4.50, milk $3.00. 
. Inthe lounge, picture posters on the walls of closed factories. 
. In the hall, picture people lined up for job interviews. 


. Inthe lecture hall, picture credit card companies handing out high interest 
credit cards to students. 


7. In the foreign language lab, picture a filthy, unsafe, polluted room with a 
sign that says, “Too expensive to meet standards.” 


Au WN 


8. In the restrooms, picture outrageous price tags hanging on fixtures that 
bear a label that says, “Government property.” 


Use the following steps to create and learn from a loci mnemonic. 


1. Make a list of the items you need to remember. 

2. Draw a floor plan of a familiar location. 

3. On paper or mentally, attach a picture of the first item you need to remem- 
ber. Place this picture inside the first location or room on your floor plan. 


You can exaggerate the size or shape of the pictures or hang them in 
unusual positions to make them stand out in your memory. 


4. Continue walking through the floor plan, attaching one item in each room. 


5S. Visually practice walking through all the rooms and reciting the important 
information associated to the items in the rooms. 
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QB EXERCISE 6.3 Using Loci 


1. Select one of the following situations to use with the loci mnemonic technique: 


a. You need to have an important discussion with your roommate concerning five issues. 


b. You have an appointment with your instructor to d 
work. 


iscuss four topics about the class and your 


c. You need to remember the sequence of events or steps for information from one of your courses. 
There are at least four events or steps in this information. 


7 


2. Draw a floor plan of a familiar building. In each room, attach a picture that symbolizes the item you 


need to discuss or name. 


3. Practice mentally walking through your building and reciting the information represented by the pic- 


tures in each room. Your instructor may ask you to recit 


e your information in class. 


Peg Systems Several kinds of peg systems can be used to help you remember a list of items. 


mms §«=§©6\N ith each peg system, you must 


first learn a set of pegs that never changes. 


Each peg is a word represented by a picture. The items on your list that you 
need to remember are “hung” or attached to the pegs. Pictures that are bizarre, 
humorous, or exaggerated are easier to remember. By rehearsing the pegs 
di and the attached pictures frequently, you can recall an item by remembering 


the peg. 
The rhyming peg system use 
from one to ten. This picture is the 


s a picture that rhymes with a number word 
peg that never changes. In your mind, create 


a picture for each of the following: 


one = bun six = 
two = shoe seven = 
three =' tree eight = 
four = door nine = 
five = hive ten = 


What memory techniques might a motivational speaker 
use in order to present a speech without reading 
directly from a set of notes? 


sticks 
heaven 
gate 
vine 
hen 


Assume you want to use the rhyming 
peg system to remember eight secondary 
defense mechanisms discussed in psychol- 
ogy: displacement, projection, identification, 
rationalization, intellectualization, substitu- 
tion, fantasy, and regression. Your task, then, 
is to link the first mechanism with the bun. 
Continue to create the visual links; review 
each peg and defense mechanism before you 
add a new one to the visual image. The exam- 
ples on the following page show associations 
you could make to learn the eight secondary 
defense mechanisms. 
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1 = pencil 


& = hourglass 9 = balloon 
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Peg Picture Defense Mechanism Picture You Create with the Peg 


bun displacement a hamburger bun being thrown into 
a garbage can (displaced) 


shoe projection a shoe thrown through the air as a 
projectile 

tree identification a person with a magnifying glass 
examining a tree 

door rationalization an opened door with someone being 


kicked out; the word but is written 
numerous times on the door 

hive intellectualization surround the hive with “intellectual” 
facts related to bee hives: drones, 
worker bees, queen bee, honey 


sticks substitution show a hand replacing a brown stick 
with a red stick 

heaven fantasy show a person fantasizing about life 
in heaven 

gate regression show a person walking backward out 
of a gate 


A number shape peg system uses a picture in the shape of the number for 
each peg. A number peg system can go beyond ten pegs. If you have ever seen a 
stage performer memorize fifty or one hundred items that the audience calls 
out, chances are that the performer used a number shape peg system to memo- 
rize the items quickly. A person with sharp visual memory skills can quickly 
recall items in numerical order or out of sequence. Memorize the first twelve 
pegs that commonly appear in this system. 


3 = clover = 6 = trunk 


OD 
a 


on a stick 


You can use this number peg system for a list of items in one of your 
courses, or you can use it for everyday convenience, such as remembering a list 
of items while grocery shopping or a list of weekend tasks you need to accom- 
plish. For a list of eight weekend tasks, begin by memorizing the first eight pegs. 
Then take the first task and associate a mental picture to the pencil. In the fol- 
lowing example, your first task is to start the laundry. You could picture a wash- 
ing machine with an enlarged shirt and a pencil in its pocket as it is about to 
enter the machine. The funnier your picture is, the easier it will be to remember. 
After you see the picture clearly, work with the second item. Review items one 
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and two mentally. Proceed to add one item at a time. With practice, you can 
hang items quickly on the pegs. The following example demonstrates visualiz- 
ing eight different tasks on the first eight pegs. 


laundry clean bathroom 


call parent dust bills 


cook BBQ 


take out garbage 


SSN Exercise 6.4 Creating Mnemonics 


Use any of the seven kinds of mnemonics listed on page 142 to create a 
mnemonic for each of the following: 


1. Planets in order: Mercury, Venus, Earth, Mars, Jupiter, Saturn, Uranus, Neptune, Pluto 


2. Eight parts of speech: noun, pronoun, verb, adverb, adjective, preposition, conjunction, interjection 


3. The seven coordinating conjunctions used in compound sentences: for, and, nor, but, or, yet, so 


4. Skeletal (bone) structure of the arm: humerus, ulna, radius, carpals, phalanges 


5. Elisabeth Kiibler-Ross’s stages of facing death: denial, anger, bargaining, depression, acceptance 


6. Four types of cloud structures: cumulus, stratus, nimbus, cirrus 


7. Five extinct species or races of humans: Java Ape, Peking, Heidelberg, Neanderthal, Cro-Magnon 
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Ww Exercise 6.5 Checking Your Memory 
How much do you remember from this chapter? (Some mnemonics are provided 
as hints.) Answer as many as possible of the following questions without looking 


back at the text. 


1. What are the names of the five Great Lakes? (HOMES) 


2. What is the order of operations in a math problem? (Please excuse my dear Aunt Sally.) 


3. What should you feed a child with stomach flu symptoms? 


4, What are the ten human body systems? (Nicer drums, or your own acronym) 


5. If you want to loosen a lid on a jar, do you turn it to the right or the left? 


6. Do stalagmites point up or down? 


7. What are the Five Theories of Forgetting? 


8. Is the Tropic of Cancer north or south of the equator? 


9. What are the first four secondary defense mechanisms in psychology? (bun, shoe, tree, door) 


10. What are the four voices in a quartet? 


11. Do longitude lines run north and south or east and west? 


12. What picture represents each of the following numbers in a number peg system? 
Steere es Hewat Barn k ceereeres Py = 
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Reflection Writing 2 CHAPTER 6 


On a separate piece of paper or in a journal, do the following: 


1. What is your reaction to the various types of mnemonics you can create for 
information you need to learn? Do you enjoy using mnemonics? Why or why not? 
What are the benefits? What are the drawbacks? 


2. What mnemonics have you learned elsewhere? Do you remember any from 
elementary, junior high, or high school? What mnemonics have you learned or 
created in other college courses? 


Bneparing for Tests 


In college tests are a way of assessing your understanding of information pre- 
sented in your courses. Tests also indicate how well you have prepared, the 
effectiveness of your study methods, and how well you can take tests. (Chapters 
12 and 13 provide you with specific test-taking strategies for objective, recall, 
math, and essay tests.) Students who do not apply study skills on a regular basis 
often need to resort to cramming. Cramming is an attempt to learn large 
amounts of information in a short period of time. Cramming is a survival tech- 
nique that often backfires; frequently, students who cram become even more 
aware of how much they do not know. Feeling underprepared can create test 
anxiety and lead to poor test performance. As discussed in Chapter 2, the brain 
needs time to process information, form associations or connections between 
information, and assign meaning to concepts and details. Cramming does not 
provide the brain with time to learn information thoroughly and accurately. 
Effective study strategies, including the following test-preparation strategies, 
will help you prepare for tests and increase your test performance. 


Test-Preparation Strategies 


1. Make a five-day time management plan to prepare for major tests. 

. Make summary notes as you review chapters and sections of materials. 
. Find out as much as you can about the Peas test. 

. Predict test questions. 

. Write and answer practice test questions. 

. Participate in a review session. 

. Deal with sources of test anxiety before the test. 


ND OPW DN 


Five-Day Plan Review the five-day study plan to prepare for tests (Chapter 4, pages 100-102). 

uo §~=§$FOor smaller tests, use the same steps but shorten the time period. Perhaps you 
will do all of the steps in two days instead of five. The important point is to allow 
some time to review the information and then some time both the night before 
the test and the day of the test to review summary material one last time. 


Make Summary Summary notes are a special set of notes that you create specifically to study 
Notes for tests. These are the notes that you will review the day before the test (day 5) 
TTT: and immediately before the test. Frequently when you begin the review and test 
preparation process, you become aware of how much you have learned. 
Information that was once foreign now seems to be “obvious, logical, or com- 
mon sense.” After reviewing this information and feeling confident that you 
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Find Out About 
the Test 


Predict Test 
Questions 


Kind of 
Question 


Recognition 
(objective) 


Recall 


Level 
of Difficulty Includes 


Easiest 


More 
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know it, you do not need to spend any more time reviewing it. Move on to the 
next set of information. The information that you identify as needing to be 
reviewed further should be placed in some form of summary notes. Summary 
notes are also valuable if you know specific kinds of questions that will appear 
on the test. For example, if the teacher clearly tells you that there will be an 
essay on a specific topic, as you review you will want to create summary notes 
that pull together information that can be used in that essay. Review formats for 
summary notes in Chapter 4, page 101. 


Take the time and make the effort to find out as much as you can about the 
upcoming test. Some teachers make previous tests available for review. Some 
teachers will provide you with details about the types of questions and which 
areas to study. Knowing the kinds of questions, the number of questions, and 
the areas of emphasis often has a calming effect because you are better able to 
predict what you will encounter when you receive the test. Sometimes talking 
to students who have already completed the course is helpful, especially if the 
teacher provides you with little information. Former students may be able to 
give you suggestions for ways to study for a particular teacher’s tests and the 
kinds of tests to expect. However, teachers change their tests and their test for- 
mats, so do not become overconfident based on information received from for- 
mer students. 


Predicting test questions is an excellent method for preparing for tests and 
reducing test anxiety. Predicting test questions is even easier after you have 
taken one or two tests from a specific teacher and have a sense of the types of 
tests he or she uses. Understanding types of test questions is the first step. The 
following chart shows test formats that are common in college courses. 


True-False Read and recognize whether information 
Multiple-Choice is correct; apply a skill and then 
Matching recognize the correct answer. 


Fill-in-the-Blanks Retrieve the information from your 
demanding Listings memory. 
Definitions 
Short Answers 


Most 


Retrieve the information from memory, 


difficult organize it, and use effective writing skills. 


Effective test preparation should include studying all the important mate- 
rial thoroughly so you are well prepared for any type of test question. However, 
many students prefer to modify their test-preparation strategies to reflect spe- 
cific testing formats when the formats are announced in advance. The follow- 
ing chart provides you with a summary of the types of material you should 
focus on and practice strategies to include in your review time. 
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Study This Kind 
of Information: 


If You Predict... Practice May Include: 


Objective Questions Definitions of key terms e Writing true-false questions 


¢ Category flash cards e Writing multiple-choice questions 

¢ Details: names, dates, ¢ Writing matching questions 
theories, rules, events ¢ Working with a study partner to 

exchange practice questions 


Recall Questions Information presented in lists 
¢ Definition cards 
—say and spell words on the 
fronts for fill-in-the-blank tests 


—three-part definitions on 


¢ Reciting information in full 
sentences and in your own words 
¢ Writing a short summary to 
practice expressing ideas on paper 
¢ Writing answers to the questions 
the backs of cards for definition created in the Q step of SQ4R 
and short-answer tests e Writing your own questions for 
¢ Category cards fill-in-the-blank questions, listings, 
¢ Cornell recall columns (Chapter 9) words to define, and short 
¢ Questions created in the Q step answers 
of SQ4R (Chapter 7) ¢ Working with a study partner to 
e Summaries at the ends exchange practice questions 
of chapters (Chapter 8) 
¢ Details on visual notetaking 
systems (Chapter 11) 


* Themes ¢ See Chapter 13 for strategies. 
Relationships 


Major concepts 


Essay Questions 


Write and Answer Writing and answering practice test questions is an excellent way to prepare for 
Practice Test an upcoming test. You can refer to your textbook and your lecture notes to write 


Questions objective, recall, and essay questions. If you have a study partner, each of you 

AA ms Can practice writing test questions and then exchange questions so you can 
practice writing test answers. If you do not have a study partner, you can prac- 
tice answering your own test questions. 

On your tests, you will encounter a variety of types of questions. In 1956, a 
psychologist named Benjamin Bloom developed a classification system with 
colleagues for levels of questions commonly used in educational settings. This 
classification system, known as Bloom’s Taxonomy, begins with the lowest 
level of questions (recall or recognition of knowledge) and ends with the high- 
est or most complex level of questions (evaluation). The following chart shows 
the skills that each type of question demonstrates and question cues or direction 
words that each level of question uses. When you write your practice questions, 
strive to include questions for each of these categories. 
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Levels 


Knowledge 


Comprehension 


Application 


Analysis 


Bloom’s Taxonomy 


Skills Demonstrated and Question Cues 


observation and recall of information 

knowledge of dates, events, places 

knowledge of major ideas 

mastery of subject matter 

Question Cues: list, define, tell, describe, identify, show, 
label, collect, examine, tabulate, quote, name, who, 
when, where, etc. 


understanding information 

grasp meaning 

translate knowledge into new context 

interpret facts, compare, contrast 

order, group, infer causes 

predict consequences 

Question Cues: summarize, describe, interpret, 
contrast, predict, associate, distinguish, estimate, 
differentiate, discuss, extend 


use information 

use methods, concepts, theories in new situations . 
solve problems using required skills or knowledge 
Question Cues: apply, demonstrate, calculate, 
complete, illustrate, show, solve, examine, modify, 
relate, change, classify, experiment, discover 


seeing patterns 

organization of parts 

recognition of hidden meanings 

identification of components 

Question Cues: analyze, separate, order, explain, 
connect, classify,arrange, divide, compare, select, 
explain, infer 


Synthesis 


ea | 


use old ideas to create new ones 

generalize from given facts 

relate knowledge from several areas 

predict, draw conclusions 

Question Cues: combine, integrate, modify, rearrange, 
substitute, plan, create, design, invent, what if?, 


Evaluation 


compose, formulate, prepare, generalize, rewrite 


compare and discriminate among ideas 

assess value of theories, presentations 

make choices based on reasoned argument 

verify value of evidence 

recognize subjectivity 

Question Cues: assess, decide, rank, grade, test, 
measure, recommend, convince, select, judge, explain, 
discriminate, support, conclude, compare, summarize 


*Adapted from: Bloom, B. S. (Ed.) (1956) Taxonomy of educational objectives: The classification 
of educational goals: Handbook I, cognitive domain. New York, Toronto: Longmans, Green. 
[Source: http://www.coun.uvic.ca/learn/program/hndouts/bloom.html] 
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Review sessions are a powerful way to receive immediate feedback about both 
the topics you understand clearly and those that you need to review further. 
Review sessions often provide you with the opportunity to verbalize informa- 
tion, which again is an excellent form of feedback. Actively listening to other 
students explain information or answer practice test questions can be a reward- 
ing learning experience. If the teacher has not organized a review session, take 
the initiative to invite another student or a small group of students to meet with 
you to review. Frequently, review sessions are more productive if one person 
suggests a review approach to use. Here are a few possibilities: 


@ Each member writes a specific number of practice test questions to bring to 
the group. 


@ Each member is responsible for summarizing a specific chapter and facili- 
tating a discussion on that chapter. 


@ Each member brings some type of study tool to the group to use for review- 
ing. This may be a set of index cards, or lecture, textbook, or visual notes. 


Understanding anxiety begins by first understanding stress. Stress is defined as 
your reaction or response to events or situations that threaten to disrupt your 
normal pattern or routine. With normal stress, a person is aware of the stress 
and aware of the source of the stress. The person is also still able to control his 
or her reaction or responses. A student may feel stress related to an upcoming 
test. That stress actually helps to motivate the student to work hard to try to do 
his or her best. Anxiety occurs when the level of stress is excessive to the point 
that it hinders one’s ability to perform well. During a bout with anxiety, a person 
no longer recognizes the source of the excessive stress, no longer has control of 
the situation, and is reactionary rather than problem-solving oriented. 

Test anxiety is excessive stress that may occur before or during a test. Test 
anxiety hinders performance and immobilizes thinking abilities. A student may 
“go blank,” make excessive careless mistakes, mark answers in the wrong place, 
or quit due to frustration. Symptoms of test anxiety may appear in physical or 
emotional forms, as shown in the chart below. 


| Physical Symptoms of Anxiety Emotional Symptoms of Anxiety 
Rapid heartbeat “Going blank” 
Increased blood pressure Sense of confusion, disorientation 
Upset stomach, nausea Panicky feelings 
Shakiness Depression 
Abnormal nervousness Procrastination 
Headaches Short temper 
Tight muscles, tension Continuous negative self-talk 
Clammy palms, sweating Crying, sobbing 
Blurred vision Misdirected attention, focus on 


other things 
Feelings of “fight or flight” 
Fixating on one item too long 
Exaggeration of consequences 
Feelings of frustration, anger 
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Test anxiety is a learned behavior. As such, it can be unlearned. The first step 
is to analyze the situation and your feelings to identify when the behavior 
begins and what triggers the anxiety. 


There are four common sources of test anxiety: 


1. Underpreparedness Knowing that you have not put enough time and effort 
into reading and homework assignments or ongoing review is one source 
of test anxiety. Using effective study skills consistently each week through- 
out the term can eliminate this source of test anxiety. 


2. Past experiences Some test anxiety may stem from past experiences that 
affected a person’s belief system, self-esteem, and confidence. Negative 
self-talk may occur, telling the person that he or she never does well on 
tests, does not understand the material, or will not pass the course. Test 
anxiety rooted in past experiences sometimes is complex and difficult to 
resolve. Seeking guidance from a counselor is one way to address the deep- 
seated issues. For milder cases, using affirmations, positive self-talk, goal- 
setting, and concentration strategies, such as seeing success, may be the key 
to letting go of past beliefs and attitudes that cause the test anxiety. Using 
effective study strategies, working in study groups with ample feedback, 
and successfully completing daily assignments will also build confidence 
levels and reduce test anxiety. 


3. Fear of failure Placing undue emphasis on one test may be tied to the fear 
of failure. Students with this type of test anxiety may fear disappointing 
someone else (parents, a partner, or an instructor), losing a scholarship or 
eligibility in an athletic program or financial aid, or not being able to live 
up to their own personal standards. These students have the tendency to 
link their grades to their self-worth. If they do poorly on a test, they label 
themselves dumb or no good. They exaggerate the importance of one test 
and fail to see that one test or one grade is only a measure of performance 
at that one moment in time and for that one specific course. To overcome 
this type of test anxiety, students can look at the variety of methods used to 
calculate their grades in a course. They can gain a more realistic look at 
their overall performance by talking with their instructors or developing a 
plan of action to boost their grades in the areas of assessment that are not 
based on tests (such as completion of homework, class participation, atten- 
dance, or extra credit projects). Dealing with the fear of failure early in the 
term will prevent this type of belief system from escalating. 


4. Poor test-taking skills Some students are prepared for tests and know the 
course content, yet still feel test anxiety. These students may lack test-tak- 
ing skills or strategies. Chapters 12 and 13 provide the necessary skills to 
learn how to take different kinds of tests and boost test performance. 


Besides the study skills and test preparation skills already discussed, you 
can use two additional anxiety-reducing strategies to reduce or eliminate test 
anxiety. Locus of control is a concept that refers to a person’s sense of control, 
An internal locus of control means that the individual feels that he or she eS) 
the power to control his or her circumstances. An external locus of control 
means that the individual relinquishes control and sees other people or other 
situations as having the power. Low self-esteem, low confidence in one’s abili- 
ties, and high levels of frustration blamed on what other people are doing to 
cause a person's situation are results of an external locus of control. To reduce 
test anxiety, the locus of control needs to shift to the individual, to become 
an internal locus of control. A person who has an internal locus of control has 


ee i a a OR ee 


ot eee 


en. eaten, 


Pre 


Copyright © Houghton Mifflin Company. All rights reserved. 


CHAPTER 6 Boosting Your Memory and Preparing for Tests 161 


self-confidence and perceives that he or she has the ability to perform well and 
succeed. The central focus or source of power is in accepting responsibility for 
events. Notice the difference in power between external and internal centers of 
control in the following chart. 


External Locus of Control Internal Locus of Control 


I did not do well because the teacher | My negative attitude is affecting my 
does not like me. work. 

This test is totally unfair. I was not prepared for this test. 

I could not study because of my I did not remember to study the 
children. charts. 

All the questions were trick I need to find more time to myself to 


questions. study. 

I failed the test because it was I need to strengthen my test-taking 
poorly written. skills. 

The teacher did not even take the I need to add more review time. 
time to try to understand what I I need to improve my writing skills. 
wrote. I did not know the answer to the 

The teacher did not understand my essay question. 
situation. I should join a study group. 


Systematic desensitization is the second anxiety-reducing strategy that 
you can use before the day of a test. This strategy involves a series of exercises 
or activities designed to reduce strong negative emotional reactions to upcom- 
ing tests. With this strategy, you replace fear-based thoughts with positive 
thoughts that emphasize the successes you have already experienced. Seeing 
success is one desensitization activity in which you replace the image of failure 
with the image of success. Systematic desensitization can also be used in the 
following ways: 


1. Make a list of specific situations or words that trigger your test anxiety. For 
example, words such as There will be a test next Monday on chapters 2 
through 5 may trigger early test anxiety. After you have your list of trigger 
situations or words, take time to visualize yourself reacting in a different 
manner. Perhaps you could visualize your response as Good. I have time to 
make a five-day plan, or I have stayed current with my work, so I can be ready 
for this test. Basically you are creating and rehearsing a script that empha- 
sizes a constructive, positive behavior. 


2. Predict and write practice test questions. Decide on an appropriate amount 
of time to answer the test questions. Create a test environment as close as 
possible to the real thing. If the classroom in which you will take a test is 
empty, be in that room when you take your practice test. Use relaxation 
techniques and other study skills you know to work through the test with- 
out a strong negative reaction. 


The two following exercises, 6.6 and 6.7, will help you analyze additional 
information about yourself and your test-preparation skills. The insights you 
gain from these two exercises can help you unlearn ineffective behavior and 
attitudinal patterns and learn new behaviors and attitudes to improve your 
overall test-taking performance. 
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J Ww Exercise 6.6 Academic Preparation Questionnaire 


What was the last test you took in one of your classes ?: ———_____ 
Think back to the days prior to that test. Check YES or NO for the following 
statements. Be honest with your answers. 


18. 


19. 


20. 


. Lattended classes regularly. 


. I was an active learner and used a variety of study methods. 


. Lused study techniques that gave me feedback. 


. Iwas an active listener and participant in class. 


YES 


I had all the reading assignments done on time. 


. [had all the homework assignments done on time. 


. [reviewed the work on my homework assignments when they were 


NO 


returned. 


. Lasked questions about information I didn’t understand. 

. I worked with a tutor or a study partner for review. 

. I recited information that I was studying on a regular basis. 

. I followed my time-management schedule and used the 2:1 ratio. 


. I spent time reviewing each week. 


. Lused active reading techniques and took notes. 
. I created study tools that I have found to be effective. 
. I found enough time to read and highlight the textbook carefully. 


. Imade a special study schedule for the days prior to the test. 


. Iwas able to stay fairly motivated about the class and the work. 


I was organized and was able to find the materials I needed to study. 


I avoided cramming the night before the test. 


I can honestly say that I gave it my best. 


If you answered yes to all or most of the above questions, you used effective study 
techniques and should have been well prepared for the test. All of the no answers 
indicate a need to improve your study methods. Analyze the no answers to 
determine which study techniques you need to strengthen. Review the specific 
skills you need to learn to utilize more effectively. 
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- [procrastinate so much about studying that I am always 


behind in my assignments. 


. I found it necessary to cram for the last test I took. 
. [read the textbook, but I do not highlight or take any other 


kind of textbook notes. 


. [have trouble sleeping the night before a test. 
. I fear the consequences of failing a test. 
. Ican’t help but remember what happened on the last test: 


I really blew it. 


. My negative voice is quick to tell me what I can’t do. 


. Ican feel a lot of tension in my shoulders, arms, or face on 


the day of a test. 


. My heart beats fast during a test. 

. I feel hot, clammy, or downright sick during a test. 

. Lam much more hesitant to enter the classroom on a test day. 
. I try to find excuses not to go to school on the day of a test. 


. Lam irritable, snappy, impatient, and sometimes even rude 


right before a test. 


. Imake careless mistakes on the test. Sometimes I can’t 


believe the answers that I marked. 


. As soon as I leave the classroom after taking a test, I 


remember answers that I didn’t know during the test. 


. My mind goes blank, but I know that I know the answers. 
. I get distracted and annoyed by the littlest things others do 


in class during a test. 


. Lalways worry about not having enough time to complete tests. 


. Without knowing why, I panic and start changing answers 


right before I turn the test in. 


. I get stuck on one question and become stubborn. I don’t 


want to move on until I remember the answer. 


. [hurry to get out of the room and out of the test as quickly 


as possible. 


. Enough is enough. I don’t even want to think about going 


back to check my answers or proofread. 


. I turn in tests that are incomplete even when I have more time. 


. I find myself blaming the teacher, my family, or my friends 


for the fact that Iam not prepared for tests. 


I did not find time to make summary notes or review effectively. 
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Answers in the NEVER column = No problem; not indicators of test anxiety 


Answers in the SOMETIMES column = Possible indicators; seek ways to alter your behavior 
Answers in the ALWAYS column = Sources of test anxiety; seek strategies to reduce these 
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) SN Exercise 6.8 Case Studies 

~ 
Each of the following case studies describes a student situation. Read each case 
study carefully; highlight key ideas or student issues. Answer the question that 
ends each case study. These case studies are also available online; you can email 
your response to your instructor or print a copy of your work online. 


1. Adolpho has not been in school for fifteen years. He was never taught how to study or take tests. He 
works hard and is able to respond in class and in study groups to questions that are related to the 
current assignment. However, when it is time to take tests that cover several chapters of information, 
he freezes and goes blank. What test-preparation and test-taking strategies would you recommend 
for Adolpho? 


2. Jellison does not study much for her communications class because she is taking the class for pass/no 
pass rather than a grade. As the end of the term approaches, she realizes that she may not have enough 
points to pass the class. She intends to deal with the situation the way she usually deals with tests— 
cramming in the day or two before the final exam. What test-preparation strategies would you suggest 
she use during the last two weeks of the term? 


3. Richard enjoys creating mnemonics. He has made more than forty index cards with mnemonics for 
his biology class. As he prepares for a midterm exam, he starts to panic. Information from one 
mnemonic is interfering with information from other mnemonics. He is frustrated because his 
mnemonics no longer seem to be working. What strategies can Richard use to reduce his frustration 
and prepare more effectively for the midterm exam? 
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Reflection Writing 3 


CHAPTER 6 


On a separate piece of paper or in a journal, consider which strategies discussed in this 
chapter for boosting your memory and preparing for tests would be most beneficial for you 


to learn. Summarize your ideas. 


SUMMARY 


@ Five Theories of Forgetting help explain 


\\ 


links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


why you may forget information during the 
learning process: Decay Theory, Displacement 
Theory, Interference Theory, Incomplete En- 
coding Theory, and Retrieval Failure Theory. 
Effective study strategies can combat each type 
of forgetting. 


Mnemonics—when used selectively—are help- 
ful for remembering information. Mnemonics 
provide a bridge when you do memory 
searches. The following mnemonics may be 
incorporated into your study skills strategies: 


acronyms pictures or graphics 
acrostics stacking 
associations loci 

rhythms, rhymes, peg systems 

and jingles 

Cramming is a survival technique in which you 


attempt to learn large amounts of information 
in a short period of time. To avoid cramming 
you can create a five-day time management 
plan, as well as summary notes to review. 


To prepare effectively for tests, you should 
find out as much about an upcoming test as 
possible. 


@ Predicting test questions and writing a variety 


of practice test questions helps you prepare for 
tests and reduces test anxiety. 


When you write practice test questions, use 
direction words from each of the levels of 
Bloom’s Taxonomy. Bloom’s levels of questions, 
from most basic to most complex, will prepare 
you for the kinds of questions you may en- 
counter on tests: knowledge, comprehension, 
application, analysis, synthesis, and evalu- 
ation. 


Test anxiety, defined as excessive stress, hin- 
ders performance and immobilizes thinking 
abilities. Test anxiety is a learned behavior 
stemming from  underpreparedness, past 
experiences, fear of failure, or poor test- 
taking skills. 


In addition to the use of effective study skills 
strategies, developing an internal locus of con- 
trol and using systematic desensitization can 
reduce or eliminate test anxiety. 


@ ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 


If you are working on your own computer, bookmark this web site. 
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LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 6. Your instructor may assign one or 
more specific options or may ask you to select one or more options that interest 
you the most. 


1. 


Expand the Chapter 6 mapping on page 137. Copy this structure on a blank piece of paper. Reread the 
information under each heading in your textbook. Extend branches on the mapping to show impor- 
tant key words or phrases for each heading. You can add pictures and colors to your mapping to 
accentuate the points. (See pages 25, 52, and Chapter 11 for additional information.) 


. Create a colorful and informative poster that explains the Five Theories of Forgetting. On the poster, 


include study strategies to combat each type of forgetting. 


. Use the Internet to search for informative web sites for one of the following topics: forgetting, 


mnemonics, or test preparation. Print the web pages that you find to be the most valuable and inform- 
ative. Prepare a short presentation or a written summary of the most significant information. Include 
the web site addresses. 


. Create a set of index study cards for the terminology in Chapter 6. (See Chapter 4, page 106, to review 


techniques for creating comprehensive index cards.) 

Create a portfolio of mnemonics for one of your courses. Use each type of mnemonic shown in the box 
on page 142. 

Form a study group with three or more students to meet outside of class to review the content of this 


chapter. In addition to the review work, spend time discussing specific strategies you can use to pre- 
pare for a test in this course. Write a summary paper that discusses the highlights of your review. 


. With a partner, prepare a set of twenty-four test questions that cover the content of Chapters 1 through 


6 of this textbook. Write four questions for each of the six categories of questions in Bloom’s 
Taxonomy. 
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Cuapter 6 REVIEW QUESTIONS 
Multiple Choice 


Choose the best answer for each of the following. Write the letter of your answer 


on the line. 


Effective use of mnemonics involves 
a. creating mnemonics only for information that is otherwise difficult to recall. 
b. creating acronyms and acrostics for every chapter in your textbook. 


c. limiting the use of mnemonics to information that appears in lists. 
d. All of the above 


Mnemonics work effectively when you 

a. memorize them with 100 percent accuracy. 

b. practice converting them into the information they represent. 

c. use them as bridges to conduct memory searches for specific information. 


d. All of the above 


The Memory Principle of Association is used 

a. when you create pictures or graphics for information you need to learn. 
b. in all of the types of mnemonics designed to boost your memory. 

c. each time you create an acronym or use the stacking method. 

d. when you associate a peg to an object you need to recall at a later time. 


Effective test-preparation skills 

a. reduce the necessity to cram for tests and use rote memory techniques. 

b. include time-management and goal-setting techniques. 

c. involve working with the information by making summary notes, predicting test 
questions, and writing practice questions. 

d. All of the above 


In Bloom’s Taxonomy 

a. recognition questions frequently use knowledge level questions. 

b. application questions are more complex than evaluation questions. 

c. eight levels of questions are organized by their degree of complexity. 

d. the third and fourth levels of questions appear most frequently on college tests. 


Test anxiety can stem from 

a. fear of failure. 

b. underpreparedness and past experiences. 
c. poor test-taking skills. 

d. All of the above 


Cramming 

a. is a survival technique used for underpreparedness. 
b. uses most of the memory principles. 

c. processes large amounts of information efficiently. 
d. can be effective when used the day before a test. 


A person with an external locus of control 

accepts responsibility for external situations that happen to him or her. 

shows a strong sense of self-confidence and control. 

blames others for his or her lack of success. 

would likely make the following kind of statement: J need to modify my approach to 
taking tests so I can increase my test performance. 


Rose 
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Category Chart 


Complete the following category chart by listing the Five Theories of Forgetting, 
briefly describing each theory, and then providing one study strategy to combat 
each form of forgetting. 


Brief Description One Study Skills Strategy 


Short Answer and Critical Thinking 


Forgetting Theory 


On a separate piece of paper, write one or two paragraphs to answer each of the 
following questions. 
1. Explain the relationship between the Displacement Theory of Forgetting and cramming. 


2. Summarize the four main sources of test anxiety. For each source of anxiety, name at least two study 
strategies to reduce or eliminate the source of anxiety. 


3. List ten different techniques you can use to boost your memory. 


tS Leoei VEU. 
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Using a Reading 
= 


Surveying 
a Chapter 


Surveying 
a Textbook 


Surveying 
an Article 


Using a 
Reading System 


Recording 
in the 
Margins 


Recording 
on 
Index Cards 


Using an effective reading system helps you comprehend and master your college 
textbooks. Surveying, a process that provides you with an overview of the material 
you plan to read, can allow you to familiarize yourself with an entire textbook, a 
specific chapter, or an individual article before you begin the in-depth process of 
reading. SQ4R, which begins with the process of surveying, is a powertul, effective 
six-step approach that promotes comprehension, learning, and retention of textbook 
information. Recording, which is another term for notetaking, is part of the SQ4R 
reading system. Recording notes on index cards and in the margins of your textbook 
are two notetaking options that you can learn to use effectively. 


CHAPTER 


Terms to Know 


survey 
title page 
copyright page 
table of contents 
introductory materials 
preface 
appendix 
glossary 
references/ 
bibliography 
index 
marginal notes 
SQA4R system 
Survey Step 
Question Step 
Read Step 
automatic pilot 
Record Step 
Recite Step 
read-record-recite 
cycle 
Review Step 
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CHAPTER ng a Reading System Profile 


U 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 


for Chapter 1 on page 2. 
ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


YES NO 


1. I skim through or preview the front and back sections of new textbooks 
before I begin the first reading assignment. 


2. Ionly use the glossary of a book when I need a quick definition of a word. 


3. When I begin reading a new chapter, I open the book to the first page and 
read straight through to the end of the chapter. 


4. Tread the chapter review questions and the summary before I start reading 
the chapter. 


5. I write my own study questions for each heading and subheading in the 
chapter. 


6. Iread all the information under one complete heading before I stop to think 
about what I have read. 


7. I often finish reading a chapter only to find out that I remember very little 
of what I have just read. 


8. After I read a short section, I stop to highlight, underline, or take notes. 


9. When I study, I am quiet because I do all my practicing or reviewing in 
my head. 


10. I know how to use index cards to record information and how to make con- 
cise marginal notes in the textbook. 


Reflection Writing 1 CHAPTER 7 
On a separate piece of paper or in a journal, do the following: 


1. Discuss your profile score for this chapter. What was your score? What does it 
mean to you? 


2. Describe the system or approach you currently use to read a new chapter. 
Be specific. ~ 


ying a Texthook 
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To survey reading material means to preview or skim through information to 
get an overview or a big picture of the content of a book, a chapter, or an article 
before you begin reading. Surveying a complete textbook before you begin 
reading specific chapters acquaints you with the book’s philosophy, organiza- 
tion, and special features. Often in this overview, you will find suggestions for 
using the book more effectively, and you will become familiar with sections of 
the textbook that will enable you to use the book more efficiently. Surveying a 
textbook, a process that usually requires less than thirty minutes of your time at 
the beginning of the term, appears as one of the Quick Start suggestions in the 
front of this textbook on page xix. The following chart summarizes the Quick 
Start information by listing the parts of a textbook to include in the survey 
process. 


Surveying a Textbook 


Title Page, 

Copyright Page, and 

Table of Contents 
Mo 


Introductory 
information 


1. Title page, copyright page, and table of contents 
. Introductory information 

. Appendix 

. Glossary 

. References or bibliography 

. Index 


i) 


©) Ol pS 


The title page provides you with the name of the book, the author, the edition, 
and the publishing location. It may also show you the author's affiliation to an 
organization, university, or corporation; this information, if provided, appears 
below the author's name. If the book is in its first edition, no reference to an edi- 
tion appears below the author’s name. Each revision number indicates that the 
book has been updated, so textbooks that have been published in multiple edi- 
tions have a track record of success. 

The copyright page appears on the back of the title page. With a quick 
glance, you can learn the publication date of the textbook. The copyright date is 
important when you need to know whether the material in the book is current. 
The copyright page also states the publisher's policy for copying content from 
the book and the book’s Library of Congress catalog number (or ISBN, 
International Standard Book Number). 

The table of contents provides you with an overview of the topics in the 
textbook, the organization of the topics (chronological or thematic), chapter 
headings and subheadings, page numbers, and other textbook features. When 
you are planning a time-management schedule, the table of contents is a quick 
way to check the length of chapters so you can begin to estimate the time you 
will need to work with each chapter. 


The introductory materials may include sections titled Preface, Introduction, 
To the Teacher (or To the Instructor), and To the Student. The preface (pro- 
nounced pref’is, not pre-face’) or the introduction provides insight into the phi- 
losophy, objectives, and structure of the book. It may also include background 
information about the author. The section titled Zo the Instructor provides 
instructors with information on the teaching/learning approach used by the 
author, the goals and objectives of the textbook, and suggestions for using the 
book effectively. The section titled To the Student is one of the most important 
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sections for you to read carefully, for it provides you with valuable suggestions, 
study strategies, and explanations of textbook features that will help you learn 
the textbook content and use the book effectively. 


The appendix, located in the back of the textbook, contains supplementary 
materials for various chapters. The appendix may include useful information 
that would break the flow of the chapter or disrupt its structure. In a history 
textbook, for example, the Bill of Rights and the Constitution are important 
documents; due to their length, however, they might be found as supplementary 
materials in the appendix. The appendix might also include answer keys; addi- 
tional exercises; practice tests; supplementary readings; or important tables, 
graphs, charts, or maps. For textbooks with a wide variety of supplementary 
materials, there may be more than one appendix. Because these materials are 
significant, becoming familiar with the content of the appendix at the begin- 
ning of the term can help you throughout the term. 


The glossary is a course-specific mini-dictionary located after the appendix. 
Definitions in a glossary are limited to the word meanings used in the textbook. 
(Use a standard college dictionary to locate multiple meanings of terminology.) 
Most textbooks use bold, italic, or colored print within textbook chapters to 
indicate which words appear in the glossary. Even though glossaries are useful 
tools for students, not all textbooks include glossaries. If your textbook does not 
have a glossary, you might want to create and update your own glossary as you 
study each chapter. If your textbook does have a glossary, you can benefit by 
using the following strategies: 


1. Each time you see words in special print in a chapter, take time to review 
the glossary definitions; sometimes they provide you with more details or 
more directly clarify the terminology. 


2. As you encounter new terms during the reading process, place a star next 
to the terms or highlight them in the glossary. When you study for tests, you 
can use the glossary as a review tool. 


3. Make separate flash cards or study sheets with the definitions of key terms 
that you need to review to prepare for tests. (See page 106.) 


The references or bibliography section in the back of the book cites the titles 
and authors of books, magazines, or articles that the author used in writing 
the textbook. (The term bibliography comes from the Greek word roots 
biblio-, which means book, and -graphy, which means written record.) If you 
are working on a paper or a speech, or if you want to pursue a specific topic 
further, you can use the information in this section to locate the original sources 
of information. 


The index, one of the most frequently used sections in the back of a textbook, i8 
an alphabetical listing of the textbook’s significant topics. By using the index, 
you can quickly locate pages throughout the textbook that refer to a specific 
topic. Some textbooks may have more than one index; for example, you might 
find a subject index, an author index, or an index of illustrations. Frequently, top- 
ics are cross-referenced so they appear in more than one place in the index. For 
example, if you look up Theory of Multiple Intelligences, you may find it listed 
alphabetically under Theory, under Intelligences, and under Multiple Intel- 
ligences. The following strategies will help you use the index effectively: 
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1. If you are not able to find a term in the index, think of alternative wordings. 
For example, if you cannot find the term body rhythms, try looking under 
rhythms, or look for the more formal wording, circadian rhythms. 


2. During a class discussion or lecture, you may hear others use an unfamil- 
iar word. Write the word in your notes or in the margin of your textbook. 
After class, use the index to locate the page or pages that explain the term 
in context. Read the information carefully and then relate the information 
from the book to the discussion or lecture. 


¢ 3. When you are assigned a specific topic for a research paper, an essay, any 
type of writing assignment, a project, or a test, begin by locating the topic 
in the index. Then turn to the page numbers provided in the index and read 
or review the information. 


SN EXERCISE 7.1 Surveying This Textbook 


Take 15-30 minutes to survey this textbook. Then answer the following 
questions. Your instructor may ask you to respond on separate paper. 


1. Read the chapter titles; which chapters contain the skills you feel you most need to learn or improve? 
/ 


2. What helpful information did you learn from the preface? 


3. Did you read the To the Student section before you began working in this book? _____ If yes, how 


did the information in this section help you? If no, how could this information have helped you use 


this textbook if you had read it earlier? 


4. To the Student provides suggestions on how to start each chapter. Which of these suggestions have you 


been using each time you began a new chapter? 


5. What kind of information appears in the appendices? 


6. This textbook does not have a glossary. Have you started any kind of glossary or system for learning 


definitions of terminology yourself? Explain. 


7. How have you made use of the index so far this term? 
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SS Exercise 7.2 Using the Table of Contents 


The following Contents in Brief is a condensed table of contents for 
Introductory Chemistry by Darrell D. Ebbing and R.A.D. Wentworth. (In the 
textbook, a comprehensive table of contents follows this condensed version.) 
Survey the Contents in Brief and then answer the questions that follow. 


Contents in Brief 


I. BASIC CONCEPTS 
1. Introduction to Chemistry 1 
2. Measurement in Chemistry dS 
3. Matter and Energy Oy 
4 Atoms, Molecules, and Ions 84 
II. CHEMICAL SUBSTANCES AND 
CHEMICAL REACTIONS 
5. Chemical Formulas and Names 119 
6. Chemical Reactions and Equations 147 
7. Chemical Composition 186 
8. Quantities in Chemical Reactions ZAG 
III. ATOMIC STRUCTURE AND 
CHEMICAL REACTIONS 
9. Electron Structure of Atoms 251 
10. Chemical Bonding 289 
IV. STATES OF MATTER 
11. The Gaseous State 323 
12. Liquids, Solids, and Attractions Between Molecules 361 
13. Solutions 392 
V. CHEMICAL REACTION CONCEPTS 
14. Reaction Rates and Chemical Equilibrium 435 
15. Acids and Bases 472 
16. Oxidation—Reduction Reactions 502 
VI. ADDITIONAL TOPICS 
17. Nuclear Chemistry 538 
18. Organic Chemistry 566 
19. Biochemistry 616 
ANSWERS A-11 
GLOSSARY A-23 
INDEX I-1 


1. Based on this table of contents and generally speaking, what does the study of chemistry entail? 


2. What are the basic concepts that lay the foundation for the study of chemistry? 
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3. What are the three states of matter? 


4. What are three different fields of study in the area of chemistry? 


5. Assume that you preview several pages in the textbook and notice that each page is dense with 
information. You estimate that you will need at least eight minutes per page to read, take notes, and 
understand the content on each page. Then you notice the length of an average chapter. How will this 
information help you plan study blocks for chemistry? 


6. What will you find in the appendix of this textbook? 


Surveying a Chapter 
CaN TAO AMARC CAG ASEC REAM UTAN 


You can also use surveying to look through or preview a chapter. Surveying a 
chapter before beginning the process of careful, thorough reading is a warm-up 
activity you can use at the beginning of a study block to help you focus your 
mind and create a big picture of the chapter. (See Chapter 5, pages 116-117.) 
Surveying also enhances your motivation, increases your interest in the chap- 
ter, breaks inertia or the tendency to procrastinate, and boosts confidence in 
your ability to master the material. By surveying, you will have a general idea 
about the length and difficulty of the chapter; with this understanding, you will 
be better equipped to set realistic goals and manage your time more effectively. 
The benefits of surveying a chapter are numerous, yet doing so generally 
requires fewer than twenty minutes. For longer chapters, you can modify the 
process by surveying as many pages of the chapter as you think you can realisti- 
cally cover in one or two study blocks. Plan to survey the remaining pages at the 
beginning of a future study block in which you also plan to complete the chap- 
ter. The following chart shows the parts of a chapter to include in surveying. 


Surveying a Chapter 


1. Read the introductory materials carefully. 

. Read the headings and the subheadings. 

_ Look at visual materials, such as charts, graphs, or pictures. 

. Read marginal notes. 

. Skim over terminology or information in special print. 

_ Read the end-of-chapter materials, including any conclusion, summary, 
or chapter review questions. 


Oo Wh 


Introductory Read the title of the chapter carefully; take a moment to relate this topic to pre- 
Materials vious topics and information you already know about the topic. Read any lists, 
paragraphs, or visual materials that state the objectives for the chapter or intro- 
duce the chapter's content. 


1/0 


CAA 


Visual Materials 


Marginal Notes 


Terminology and 
Special Print 


End-of-Chapter 
Materials 
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Headings and subheadings appear in larger, bolder, or special print. Take time 
to identify the format the author uses to indicate the main headings and the 
minor headings (subheadings). Begin moving through the chapter by glancing 
over the headings and subheadings; this step of surveying shows you the “skele- 
ton” structure of the chapter. Later, if you want, you can write the headings and 
subheadings on paper to make a chapter outline or visual mapping. You may be 
surprised by the amount of information you obtain when you read the headings 
and the subheadings in the order in which they appear in the book. 


Visual materials include charts, graphs, diagrams, illustrations, cartoons, and 
photographs. Read the information that appears next to, above, and below the 
visual materials. A picture—or in this case, visual materials—may be worth a 
thousand words, so take time to gather information about the topic by examin- 
ing the visual materials. 


Marginal notes may be brief explanations, short definitions, lists of key points 
or objectives, or study questions that appear in the margins of the textbook 
pages. Marginal notes are designed to draw your attention to important infor- 
mation or to summarize key points. Taking time to read marginal notes during 
the process of surveying can provide you with background details that will be 
helpful when you engage in more thorough reading. 


As previously mentioned, terminology (words whose definitions you will need 
to know) often appears in special print. During the surveying process, skim 
over the terminology to get a general idea of the number of terms you will need 
to learn and to gain some familiarity with these key words. Do not take the 
time during surveying to read about the words in bold print or to look for their 
definitions. 


Carefully read the end-of-chapter materials, which may include a conclusion, a 
summary, a list of key concepts, or chapter review questions. These materials 
highlight or summarize the important concepts and information you should 
know and understand after you have read and studied the chapter. 


BSN Exercise 7.3 Surveying This Chapter 


Use the steps on page 175 to survey this chapter. Then answer the following 
questions. Write your answers on separate paper. 


1. How did reading the introductory material help you begin to formulate a big picture of this chapter? 


2. How long did it take you to survey the entire chapter? If you spent more than fifteen minutes survey- 
ing the chapter, did you get sidetracked and begin some in-depth reading? is 


3. Though cramming is strongly discouraged, sometimes students find themselves in situations in 
which cramming is necessary. If you had to cram, would surveying the different parts of a chapter be 
an effective cramming technique? Explain why it would or would not be effective. 


4. When you surveyed this chapter, which parts of the chapter provided you with the most information 
and helped you become most familiar with the content? 


5. What do you find are the benefits of surveying a chapter before you begin in-depth reading? 
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Surveying an Articl 


You can also use surveying to preview an article from a newspaper or a maga- 
zine or an excerpt from a book. Surveying an article requires a minimal amount 
of time but can provide you with valuable information. Always begin by reading 
any introductory paragraphs that appear before the main body of the article. 
The thesis statement, the main point of the article, often appears in the intro- 
ductory paragraph along with background information about the subject or the 
author that will help you understand the article more clearly. Continue the 
process of surveying with the following steps: 


1. Read the entire introductory paragraph. The thesis statement frequently 
appears in this paragraph. The thesis statement tells the purpose of the 
article or the main point the author wants to make. 


2. Skim through the rest of the article by reading headings, subheadings, and 
marginal notes (also called sidebars). 


3. Read the concluding paragraph. The concluding paragraph often restates 
the thesis statement and summarizes the main ideas in the article. 


V/. 
Group Processing: Form groups of three or four students. Complete the following directions. 


A Collaborative 1. Individually, think of the last complete chapter that you read in any one of 

Learning Activity your textbooks. On a piece of paper, make a list of things you do when you 
read a chapter. Try to explain in chronological order how you go about 
completing a chapter. 


2. Put all the lists together so you and the members of your group can com- 
pare them. Do any of you use the same process? What do the lists have in 
common? Which approach seems most comprehensive? Be prepared to 
share your discussion with the rest of the class. 


) 
a 


Using the SQ4R Reading System 


eee 


One of the first textbook reading systems, SQ3R, was developed by Francis P. 
Robinson in 1941. This system acquired its name by using the first letter of each 
step in the system: survey, question, read, recite, and review. Other systems have 
been developed for reading textbooks, but they all basically contain the same 
essential steps found in SQ3R. The SQ4R system in this chapter is based on 
SQO3R, with a fourth R added for the “record” step. The SQ4R system thus 
becomes a six-step approach to reading and comprehending textbooks. 

As with any approach, skipping a step weakens the system. To gain the most 
benefit from this system, use all six steps on a regular basis. Not only will you 
comprehend information more readily, you will not waste precious time reread- 
ing chapters to learn new information. 
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The Steps of SO4R 


Step One: 


Step Two: 
Write Questions 


Step Three: 
Read Carefully 


NDaAkRON-e 


Survey the Chapter 


. Survey the chapter. 

. Write Questions for each heading and subheading. 

. Read the information, one paragraph at a time. 

. Select a form of notetaking to Record information. 

_ Recite the important information from the paragraph. 
. Review the information learned in the chapter. 


Use the steps for surveying a chapter given on page 175. When you do the 
Survey step, you will use the introductory materials, headings, subheadings, 
visual materials, marginal notes, terminology, and end-of-chapter materials to 
create an overview of the chapter. 


During the Question step, formulate a question for each heading or sub- 
heading in the chapter. Use the words which, when, what, why, where, how, or 
who to turn each heading or subheading into a question. Writing the questions, 
which often takes less than ten minutes, will improve your comprehension as 
you read and will provide you with valuable study questions to use when you 
review the chapter. Because the process of learning should be tailored to strate- 
gies that work best for you, several options for the question step are available 
for you to try: 


@ Write the questions in your book next to each heading and subheading. 


H Write the questions on notebook paper. Make a 2,- or 3-inch column on the 
left. Write your questions in this column. Leave several lines between each 
question so you have room to write answers to your questions in the right 
column during the review step. 


@ Write the questions on index cards, one question per card. 


M@ Ifthe chapter is longer than twenty pages and you cannot possibly read it in 
one or two study blocks, write questions only for the number of pages that 
you surveyed in Step 1. 


Writing your own study questions has several advantages: 


1. The questions give you a purpose for reading. Natural curiosity then leads 
you to read so that you can answer your questions. 


2. Your curiosity can help you concentrate on what you are reading. 
3. With increased concentration, you gain increased comprehension. 


4. Your questions help prepare you for future tests. You can prepare for a test 
by answering your own questions during the review step of SO4R. 


Some students feel that they should be able to “read fast” to get through the 
chapter. Others read the chapter, only to find at the end of the chapter that they 
do not remember much of what they have just read; consequently, they must 
reread at least one more time. The Read step of SQ4R encourages you to read 
carefully. For most textbooks, you should read one paragraph at a time and stop 
so that you can concentrate and comprehend each paragraph. With careful 
reading, you will not need to spend valuable study time rereading chapters. 

If the textbook is written on an easy-to-read level and does not contain large 
amounts of details in each paragraph, you can read more than one paragraph at 
a time before you stop for the next step. For a very difficult, technical textbook, 
you may find that you need to read and stop after several sentences rather than 
at the end of the paragraph. Reading carefully requires this flexibility; the 
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_. -— amount you read at a time should be deter- 
mined by your reading skills and the level of 
difficulty of the material. 

Reading college textbooks involves active 
reading. When you read your textbooks, con- 
centrate on the meanings of individual 
words, especially course-specific terminol- 
ogy, the meanings of sentences, and the 
meaning of the paragraph as a whole. Reread 
individual sentences if they are initially 
unclear. Circle words in special print (termi- 
nology) and confirm that you understand 
their meaning; refer to a glossary or a dic- 
~— tionary for additional understanding of 

unfamiliar words if necessary. Active reading 

also involves identifying both the main ideas 

and the supporting details for each para- 
graph. (Chapter 8 will provide you with active reading techniques to strengthen 
your comprehension and your critical thinking skills.) 

In mathematics textbooks, in addition to understanding paragraphs with 
instructional material and explanations, you need to read and comprehend 
numerous math problems and examples that appear throughout each chapter. 
Because math is based on sequential learning, reading carefully and compre- 
hending the math concepts presented in each chapter are crucial steps, for 
those skills lay the foundation for later chapters and higher-level math con- 
cepts. In addition to learning new math concepts, you will need to learn a lan- 
guage of symbols so you can read mathematical equations and express infor- 
mation in mathematical terms. As you read through each new chapter, take the 
time to compare the written words and explanations to the examples that are 
written as equations or algebraic expressions. (The record and recite steps of 
SQ4R provide you with additional practice reading mathematical statements 
with symbols.) Your goal is to be able to read the examples, solve the problems, 
and express your work in English words as well as in mathematical equations 
or algebraic expressions with numerals, letters, and symbols. Notice in the fol- 
lowing list how reading the algebraic expression would be impossible if a stu- 
dent did not learn to associate the symbols to their English words. 


How does textbook reading differ from leisure-time 
reading of magazines or paperback books? 


Algebraic expressions — English words 


9>x Nine is greater than x. 

rs Eight more than x. 

x/6 Quotient of x and 6. 

2(x + 5) Two times the sum of x plus 5. 
(335.42) The set of odd counting numbers. 
~(p *q) Both p and q are not true. 


Reading carefully helps you in several ways: 


1. Your mind stays focused on the information. Reading too quickly or care- 
lessly puts your mind into “automatic pilot,” where little or no informa- 
tion registers in your memory. 

2. By keeping a stronger focus, you can attain accuracy and higher levels of 
concentration. The result is better comprehension. 

3. This approach gives your memory time to process new information before 
you start demanding that it take in even more information. You also have 
time to think about information and understand it with greater accuracy. 


4. It promotes critical thinking, an essential skill for college students. 


Step Four: 
Record Information 
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Reading comprehension involves finding main ideas and recognizing impor- 
tant supporting details. After you read a paragraph carefully, it is time to use the 
Record step by taking notes of the important information you will need to 
learn. You have eight basic choices of notetaking or recording systems to use for 
the important information: 

H Notes on index cards 

Notes in the margins of the book 

Underlining or highlighting (see Chapter 8) 

The Cornell format for taking notes on paper (see Chapter 9) 

Visual mapping or hierarchies (see Chapter 11) 

Comparison charts (see Chapter 11) 

Formal outlines (see Chapter 11) 


Three-column notes (see Chapters 9 and 11) 


After you learn to use all eight options, you may find that you prefer one or 
two of them. If the textbook you are reading is not too difficult, usually one form 
of notetaking is sufficient. You may find, however, that you prefer to use a com- 
bination of two or more systems to help you study and learn. Your goal is to 
learn to use all eight options and apply them in a way that you feel is most 
appropriate for the situation. 

For math or science materials with formulas, copy the example problems or 
formulas on paper. Label each step to show the process used to solve the prob- 
lem or apply the formula. 

Recording can benefit you in several ways: 


1. It gives you a reduced or condensed form of the information that you need to 
learn. 


2. Because writing is involved, you are actively involved in the learning 
process. Your automatic pilot, a passive form of studying, does not have the 
opportunity to turn on. 


3. The writing process also involves fine motor skills, which form another 
channel into your memory system. 


Before you move on to the next paragraph, stop and use the Recite step. Recite 
the information you wrote in your notes. Speak out loud using your own words, 
and in complete sentences. For math or science chapters with formulas, recite 
the steps used to solve problems or apply formulas. Convert symbols in equa- 
tions to English words. 

Once you have finished reciting the information just covered, continue to 
move through the chapter by reading the next paragraph (or section) carefully, 
recording main ideas and important supporting details, and reciting the new 
information. As you move through the chapter with this method, your reading 
is thorough, detailed, and accurate. Your mind is alert, challenged, active, and 
focused. By devoting time and effort to this careful method of reading, you dé 
not need to reread the chapter. When you have completed this cycle for the 
entire chapter, move on to the final step of SO4R. 


Reciting, one of the twelve memory principles, is valuable for these 
reasons: 


1. Reciting requires you to explain the information clearly. 
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2. Reciting provides you with important feedback. If you are not able to recite 


the information, then you know that you did not understand it very well. 
Glance back at your notes for clues. 


- Reciting leads to active learning, which increases your level and length of 


concentration. 


. Reciting activates the auditory channel to your brain. The more senses you 


can use in the learning process, the stronger will be the paths to your 
memory. 


. Reciting in your own words helps you avoid rote memorization. You are giv- 


ing meaning to the information by using your own words. 


When you finish the read-record-recite cycle for the paragraph, you have 
the paragraph’s ideas fresh in your memory. You can then connect these 
ideas to the new information that you will be taking in as you read the next 
paragraph. 


After you have finished surveying, questioning, reading, recording, and recit- 
ing, you do the last step—reviewing. The Review step can be accomplished in 
a variety of ways. The following activities are helpful for both immediate and 
ongoing review: 


Answer any questions at the end of the chapter. 

Answer the questions that you wrote in the question step. 

Study and recite from the notes that you took in the record step. 
Write a summary of the information in the chapter. 


Personalize the information by asking yourself additional questions: How 
can this information be used? How does the lecture from class fit in with this 
information? Why is this important to learn? 


Create additional study tools, such as index cards, study tapes, or visual 
mappings. 
For math and science textbooks with math problems and formulas, copy the 


problems from the book. Work the problems; compare the steps you used 
and your answers with those in the textbook. 


Reviewing is a vital step for several reasons: 


1. 


Ze. 


An immediate review of information summarizes what you just learned. It 
provides you with the “big picture” supported by important details. 


The process of memory involves putting information into your long-term 
memory and being able to retrieve it from this memory storage when 
needed. To be able to retrieve information efficiently, you must practice it by 
reviewing it frequently. 


. Frequent ongoing review keeps information fresh in your memory. You have 


less need to cram or feel unprepared for tests. 


. When information is reviewed and understood clearly, you can more easily 


associate new information with information already in your long-term 
memory schemas. 


. Making time for immediate and ongoing review builds confidence and 


creates a sense of satisfaction in being prepared and managing time 
efficiently. 
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Ww Exercise 7.4 Knowing the Six Steps 


The following chart shows the steps of SQ4R. Fill each box with the name of 
the step. Then, with a partner, practice explaining each step of the process. 
Include as many details as you can remember without looking back 

in the book. 
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AO 
On a separate piece of paper or in a journal, do the following: 


1. Discuss your approach to reading a new chapter before you learned about SO4R. 


2. Discuss the changes you will make in your reading approach now that you know 
SQ4R. 


Recording on Index Cards 


\ 
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You can use index cards (3 X 5 or 5 X 7) to record important information that 
you will need to know. In Chapter 4, page 106, you learned to use index cards tg 
make flash cards for lists of information and terminology. With this notetaking 
system, you write the category of information on the front side of the card and 
the list of items on the back, or you write the vocabulary word on the front side 
of the card and the definition on the back. You can expand your use of flash 
cards to include cards with a study question on the front and the answer on 
the back. 

Critical thinking and learning occur while you create index notetaking 
cards. However, creating the cards is not enough; you need to study and review 


from the cards. Effective use of your cards will occur by involving yourself with 
the following activities. 
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Learning Activities for Index Notetaking Cards 


Study from Index 
Cards 


LR NOE SS 


1. Study by reciting from the fronts and the backs of the cards. 
2. Use reflect activities by sorting, summarizing, and grouping. 


Once you have prepared your index cards, you must use them for studying or 
they will have little impact on your learning. To study effectively from your 
cards, plan to study from both the front side and the back side. The more practice 
you have working with these cards, the more confident you will feel about 
knowing the information. 


Study from the Front Work from the front of each card as follows: 


1. 


2. 


5. 
6. 


Begin by stacking the cards with the words, categories, or questions facing 
you. Read the front of the card out loud. 


Recite what you know about the word, category, or answer to the question. 
Do not look at the back of the card. 


. After you have finished reciting, turn the card over for feedback. If you gave 


the correct information, place the card in a “Yes, I know these” pile. 


. If your feedback indicated that you still don’t know the information on the 


back of the card, read the back out loud slowly. Think about the informa- 
tion. Try to visualize it. Turn the card over and try reciting again. Put the 
card in an “I need to study these more” pile. 


Review the “T need to study these more” pile once again. 


Use ongoing review for the complete set of index cards. 


Study from the Back When you work from the back of the cards, you chal- 
lenge your memory in new ways. Use the following steps to study from the back: 


1. 


If the back gives a definition, read the definition, say aloud the vocabulary 
word you think is on the front, and then write the word on paper. Turn the 
card over. Check the accuracy of your answer and the spelling of the word. 


. If the back of the card gives a list of items, read that list out loud. Think of 


the category word or phrase that appears on the front of the card. Turn over 
the card to check your accuracy. 


. If the back of the card is an answer, read it out loud. Respond as though you 


are playing the game of Jeopardy!: pose a question that matches the answer. 
Turn over the card to check the accuracy of your answer. 


In what ways are index cards more flexible to use for 
notetaking than marginal notes? When would index 
cards not be the best option to use for notetaking? 
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Reflect with 
Index Cards 


What is 
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Many students enjoy working with index cards because they can be used in so 
many different ways. One obvious advantage is that you can make piles of cards 
that you know and piles of cards that you need to work with more. A second 
advantage is that you can use the cards for reflect activities. 

The following activities provide you with a multisensory approach to study- 
ing. You see the information, you recite the information, and you use a hands-on 
approach to manipulate the cards. You also incorporate critical thinking skills 
as you creatively find new ways to categorize and organize the information. 


1. Shuffle all your cards. Go through them one by one, sorting the cards into 
categories that show likeness. Be creative in identifying your categories. 
For example, if you have made cards all term, you may have the following 
categories: 


What is an SAVE read— What is 
eee internal CRIB cas record— flex 
ceca distractor? FOTO = ae recite cycle time? 

modality? 
learning concentration memory information textbook time 
styles principles processing skills management 
model ; 

2. Select one category of cards above. Lay all the cards in the category word- 
or question-side up on the table. Try to give a verbal or written summary by 
using all the information on the cards. This is excellent practice for essay 
tests. 

3. Shuffle all your cards. Make a mapping on the table similar to the mapping 
found at the front of each chapter in this book. Again, you will be grouping 
and categorizing the various cards according to related topics. 

@| Recording 
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You can use many forms of recording or notetaking for Step 4 of SQ4R. 
Recording notes of important information on index cards is one highly effective 
system. Recording brief notes in the margins of your textbook next to each 
paragraph is another method that is effective for textbooks with ample space to 
the left of the text and for textbooks that do not contain large amounts of new 
information in each paragraph. When you make these marginal notes, keep 
the notes brief to avoid cluttering the page and to make review work easier. (See 
Chapter 8, pages 219-221, for more information about marginal notes.) The fol- 
lowing kinds of marginal notes provide you with short summaries that you can 
use when you review the textbook and study for tests: 


~ 
lists of key points 

key words or terminology 

short definitions 

personal comments 

questions to ask in class 

study questions 

diagrams or pictures 
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In the following example, notice how the marginal notes help clarify the 
content of the paragraph. 


ir ie | In her book Writing the Natural Way, Gabrielle Rico explains the method 
ce anal ta order she devised to help her students get in touch with the creative, inventive 
am hee part of themselves. Rico calls the part of ourselves that is always trying to 
Lame be logical and put things in the right order the “Sign mind.” The other 


—strangles creativity 


creative part of ourselves that is longing to express our well-hidden 
imagination and artistic ability she calls the “Design mind.” Rico’s Sign 


Desigh mind mind ... controls, judges, and supervises. To get out from under this 
— creative watchdog, who tends to strangle our creative impulses in their early 
—imagination stages, Rico suggests the strategy she calls clustering as a way of giving 
—artistic your playful, curious Design mind free rein to generate ideas. 

—Ccurious ; f : 

—playful Begin with a nucleus word circled on an empty page. Then go with any 


—clustering to generate ideas 


connections that come into your head, writing each down in its own 
circle. Connect each new word or phrase with a line to the previous 
circle. “As you cluster,’ Rico warns, “you may experience a sense of 
randomness or, if you are somewhat skeptical, an uneasy sense that it 
isn't leading anywhere.... Trust this natural process, though. We all 
cluster mentally throughout our lives without knowing it; we have simply 
never made these clusterings visible on paper.” 


Ww EXERCISE 7.5 Surveying, Questioning, Reading, and Recording 


Step 1: Survey the following excerpt from a psychology textbook. 

Step 2: Use each heading and subheading to formulate a study question. Write the question in your 
book next to the heading or subheading. 

Step 3: Carefully read the excerpt one paragraph at a time. 


Step 4: After you read each paragraph, make brief marginal notes. 
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(Note: If your instructor assigns Exercise 7.6, you will use another method for recording infor- 
mation that involves making a set of index cards.) 


Approaches to Psychology 


Suppose you are a psychologist trying to understand some aspect of the 
behavior and mental processes we have reviewed. Perhaps, like Morris 
and Peng, you are interested in cross-cultural differences in thought 
processes; or maybe you want to identify the origins of aggression, pin- 
point the causes of schizophrenia, or solve the riddle of drug abuse. 
Where would you look for answers? In brain cells and hormones? In inher- 
ited characteristics? In what people have learned from their parents? The 
direction of your research efforts will be determined largely by your 
approach to psychology—that is, by the set of assumptions, questions, 
and methods that you believe will be most helpful for understanding the 
behavior and mental processes you wish to explore. 


Whereas some psychologists adopt one particular approach, many others 
are eclectic, combining features of two or more approaches because they 
believe that no single perspective can fully account for all aspects of 
psychological phenomena. . . . Some of these approaches are more influ- 
ential than others, but we will briefly review the essential features of all of 
them in order to give you a better understanding of why psychologists 
over the years have conducted their research as they have. 
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The Biological Approach Investigating the possibility that aggres- 
give behavior or schizophrenia, for example, might be traceable to a hor- 
monal imbalance or a brain disorder reflects the biological approach to 
psychology. As its name implies, the biological approach assumes that 
behavior and mental processes are largely shaped by biological 
processes. Psychologists who take this approach study the psychological 
effects of hormones, genes, and the activity of the nervous system, espe- 
cially the brain. Thus, if they are studying memory, they might try to iden- 
tify. the changes taking place in the brain as information is stored there. 


Recording Brain Waves 

The biological approach to psy- 
chology seeks to understand how 
behavior and mental processes 
relate to internal bodily events 
and activities. Here, researchers 
record the brain waves of a per- 
son who is performing a task 
similar to that of an air traffic 
controller (ATC). Faychologists in 
the Navy and elsewhere are work- 
ing on systems that could warn 
ATCs and radar/sonar operators 
that they are failing to attend to 
important information. 


Or if they are studying thinking, they might look for patterns of brain 
activity associated with, say, making quick decisions or reading a foreign 
language.... 


The Evolutionary Approach Biological processes also figure promi- 
nently in the evolutionary approach to psychology. The foundation for this 
approach was English naturalist Charles Darwin's book, The Origin of 
Species. Darwin argued that the forms of life present in the world today are 
the result of evolution—of changes in life forms that occur over many gen- 
erations—and, more specifically, that evolution occurs through natural 
selection. Darwin believed that natural selection operates at the level of 
individuals, but most contemporary evolutionists maintain that it operates 
at the level of genes. At either level, the process is the same. Those genes 
that result in characteristics and behaviors that are adaptive and useful in 
a certain environment will enable the creatures that possess them to sur- 
vive, reproduce, and thereby pass these genes on to subsequent genera- 
tions (Buss & Kenrick, 1998). Genes that result in characteristics that are 
not adaptive in that environment will not be passed on to subsequent gen- 
erations because the creatures possessing them will not be able to survive 
and reproduce. Thus, evolutionary theory says that many (but not all) of the 
genes we possess today are the result of natural selection. 


Scientists who study animal behavior in the natural environment—called 
ethologists—have identified the effects of natural selection not only in 
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inherited physical characteristics, such as the camouflage coloration 
that helps animals escape predators, but also in instinctive or, more prop- 
erly, species-specific behaviors that aid survival. 


In psychology, the evolutionary approach holds that the behavior of ani- 
mals and humans today is the result of evolution through natural selection. 
Psychologists who take an evolutionary approach therefore try to under- 
stand (1) the adaptive value of behavior, (2) the anatomical and biological 
mechanisms that make it possible, and (3) the environmental conditions 
that encourage or discourage it. The evolutionary approach has generated 
a growing body of research (Buss & Kenrick, 1998). You will read about its 
influence in later chapters in relation to topics as diverse as helping and 
altruism, mental disorders, temperament, and interpersonal attraction. 


The Psychodynamic Approach The psychodynamic approach 
offers a different slant on the role of inherited instincts and other 
biological forces in human behavior. Rooted in Freud’s psychoanalysis, 
this approach asserts that all behavior and mental processes reflect the 
constant and mostly unconscious psychological struggles that rage 
within each person. Usually, these struggles involve conflict between the 
impulse to satisfy instincts or wishes (for food, sex, or aggression, for 
example) and the need to abide by the restrictions imposed by society. 
From this perspective, hostility and aggression reflect the breakdown of 
civilizing defenses against the expression of primitive urges, whereas 
anxiety, depression, or other disorders are the overt signs of inner turmoil. 


The psychodynamic approach is reflected in a number of the contempo- 
rary theories of personality, psychological disorders, and treatment. 
However, the orthodox Freudian perspective is far less influential in psy- 
chology now than in the past (Robins, Gosling, & Craik, 1999). Most psy- 
chologists today who take a psychodynamic approach prefer one of the 
many revised versions of Freud's original theories. For example, they may 
focus on how people’s relationship with their parents forms a template for 
intimate relationships later in their lives (e.g., Baldwin, 1992). 


The Behavioral Approach The behavioral approach to psychology 
stands in stark contrast to the psychodynamic, biological, and evolution- 
ary approaches. As founded by John Watson, the behavioral approach 
characterizes behavior and mental processes as primarily the result of 
learning. From Watson's point of view, biological, genetic, and evolution- 
ary factors provide the raw material on which rewards, punishments, and 
other experiences act to shape each individual. Thus, whether the topic 
is aggression or drug abuse, self-confidence or helping, behaviorists seek 
to understand it in terms of an individual's learning history, especially the 
patterns of reward and punishment the individual has experienced. They 
also believe that people can change problematic behaviors, from overeat- 
ing to criminality, by unlearning old habits and developing new ones. 


Today, many behaviorists have come to endorse a variation on behavior- 
ism. The cognitive-behavioral view (also called the social-cognitive view) 
adds the study of reportable mental processes to the traditional behav- 
ioral emphasis on observable actions (Beck & Weishaar, 1995; Ellis, 1995). 
The cognitive-behavioral approach explores how learning affects the 
development of thoughts and beliefs and, in turn, how these learned cog- 
nitive patterns affect overt behavior. 
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The Cognitive Approach Recognition by many behaviorists of the 
importance of cognitive factors reflects the influence of a broader cogni- 
tive approach to psychology. The cognitive approach focuses on how peo- 
ple take in, mentally represent, and store information; how they perceive 
and process that information; and how cognitive processes are related to 
the integrated patterns of behavior we can see. In other words, the cogni- 
tive approach guides psychologists to study the rapid series of mental 
events—including those taking place outside of awareness—that accom- 
pany overt behavior. Consider, for example, how an incident in which one 
person shoves another in front of a theater might be analyzed cognitively: 
The aggressor (1) perceives that someone has cut into the theater line, (2) 
uses stored memories and concepts to decide that this act is inappropri- 
ate, (3) attributes the act to the culprit’s obnoxiousness, (4) considers pos- 
sible responses and their likely consequences, (5) decides that shoving 
the person is the best response, and (6) executes that response. 


Psychologists taking the cognitive approach are interested in discovering 
how people process information in domains ranging from decision mak- 
ing and interpersonal attraction to intelligence testing and group problem 
solving, toname but a few. Some of them work with researchers from com- 
puter science, the biological sciences, engineering, linguistics, philoso- 
phy, and other disciplines in a multidisciplinary field called cognitive sci- 
ence, which analyzes intelligent systems. Cognitive scientists attempt to 
discover the building blocks of cognition and to determine how these 
components produce complex behaviors such as remembering a fact, 
naming an object, or writing a word (Azar, 1997a; Medin & Ross, 1997). 


The Humanistic Approach Another view of the role of mental events 
in psychology is provided by the humanistic approach (also known as the 
phenomenological approach). From the humanistic perspective, behavior 
is determined primarily by each person's capacity to choose how to think 
and act. And humanistic psychologists see these choices as dictated, not 
by instincts, biological processes, or rewards and punishments, but by 
each individual's unique perceptions. If you perceive the world as a 
friendly place, you are likely to feel happy and secure. If you view it as dan- 
gerous and hostile, you will probably be defensive and anxious. So, like 
cognitively oriented psychologists, humanists would see aggression in a 
theater line as stemming from a perception that aggression is justified. 


However, unlike those who take a cognitive approach, humanistic psy- 
chologists do not search for general laws that govern people's percep- 
tions, judgments, decisions, and actions. Instead, the humanistic 
approach celebrates immediate, individual experience. Many of its pro- 
ponents assert that behavior and mental processes can be fully under- 
stood only by appreciating the perceptions and feelings experienced by 
each individual. Humanistic psychologists also believe that people are 
essentially good, that they are in control of themselves, and that their 
main innate tendency is to grow toward their highest potential. 
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The humanistic approach began to attract attention in North America in 
the 1940s through the writing of Carl Rogers (1902-1987), a psychologist 
who had been trained in, but later rejected, the psychodynamic tradition. 
... The humanistic approach also shaped Abraham Maslow’s (1943) 
influential hierarchy-of-needs theory of motivation. ... Today, however, 
the impact of the humanistic approach to psychology is limited, mainly 
because many psychologists find humanistic concepts and predictions 
too vague to be expressed and tested scientifically. 


APPROACHES TO PSYCHOLOGY 
Approach Characteristics 


Biological Emphasizes activity of the nervous system, 
especially of the brain; the action of 
hormones and other chemicals; and genetics. 


Emphasizes the ways in which behavior and 
mental processes are adaptive for survival. 


Evolutionary 


Psychodynamic Emphasizes internal conflicts, mostly 
unconscious, which usually pit sexual or 

aggressive instincts against environmental 
obstacles to their expression. 


Behavioral Emphasizes learning, especially each person’s 
experience with rewards and punishments. 


Cognitive Emphasizes mechanisms through which 
people receive, store, retrieve, and otherwise 
process information. 


Humanistic Emphasizes individual potential for growth 
and the role of unique perceptions in 
guiding behavior and mental processes. 


Source: Adapted from Bernstein, Psychology, pp. 12-16. 
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SW, exercise 7.6 Recording Information on Index Cards 


Return to Exercise 7.5. Create a set of index cards for important information in 
the excerpt. You may include vocabulary cards, category cards with lists of 
information, and study question cards for main points of the excerpt. Be sure to 
complete both the front and the back of each card. Practice reciting the 
information on the cards. 


Bz EXERCISE 7.7 Case Studies 


Each of the following case studies describes a student situation. Read each case 
study carefully; highlight key ideas or student issues. On separate paper, answer 
the question that ends each case study. In your response, address the key points 
that you highlighted and that directly relate to the question. Answer in complete 
sentences. These case studies are also available online; you can email your 
response to your instructor or print a copy of your work online. 


1. Justine reads her textbooks the way she reads paperback books. She begins at the beginning of the 
chapter and does not stop until she reaches the end of the chapter. She often finds that she needs to 
reread chapters two or three times before she can retain the information. What methods can Justine 
use to comprehend the textbook chapter better and spend less time rereading? 


2. The instructor spent half the class time talking about a concept that was unfamiliar to Simon. Simon 
had not had a chance to read the last three chapters, so he thought perhaps the concept appeared in 
those chapters. When he sat down to work with a study partner, Simon started flipping through the 
chapters page by page, and eventually located the section of information. What strategies would help 
Simon be a more efficient reader and student? 


3. Lily is enrolled in a medical terminology class that requires her to learn about fifty new medical terms 
a week. Unfortunately, her textbook does not have a glossary. What methods should Lily use to help 
her learn the new terminology each week? 


With a partner or in a small group, discuss which of the Twelve Principles of 
Memory (SAVE CRIB FOTO) you use in each of the steps of SQ4R. Copy an 
enlarged version of the following chart. Complete the following chart by listing the 
principles and brief explanations. Be prepared to share your results with the class. 


Steps in SQ4R Principles of Memory Used 


=! 


- 
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Complete the following directions. Write your results on a separate piece of paper or 


in a journal. 


1. Use the six steps of SQ4R to read a new chapter in any one of your textbooks. 
Write the name of the textbook, the chapter, and the course that uses this textbook. 


2. Briefly explain what you did for each of the six steps of SO4R. 


ra 3. Evaluate the effectiveness of using SQ4R for the chapter you read. Be specific. 


SUMMARY 


® Surveying means to preview or skim informa- 
tion to get an overview. You can use the process 
of surveying to get an overview of a textbook, a 
chapter, or ar article before you begin the 
process of careful reading. 


M@ To survey a textbook, read the title page, copy- 
right page, table of contents, and introductory 
matter. Locate and become familiar with the 
contents in the appendix, glossary, references 
or bibliography, and index. 


@ To survey a chapter, read the introductory 


materials carefully. Read the headings and sub- a 


headings; examine visual materials and mar- 
ginal notes. Skim over any terminology in spe- 
cial print. Read the end-of-chapter materials 
carefully. Surveying a chapter is a warm-up 
activity that provides you with important infor- 
mation about the basic structure and contents 
of a chapter. 


M@ The SO4R reading system is a highly effective 
six-step approach to improving comprehen- 
sion. Careful, thorough, and accurate reading ta 
results when you use the six steps of SO4R: sur- 
vey, question, read, record, recite, and review. 


™@ After you spend what is usually less than twenty 
minutes surveying the chapter and less than ten 
minutes converting headings and subheadings 


into study questions, the process of careful, 
thorough reading begins. Read one paragraph 
at a time and then stop. Record important 
information and quickly recite what you 
recorded. Continue the read-record-recite cycle 
until you finish the chapter. The goal is to com- 
prehend the information in the chapter 
through this thorough-reading approach so 
you can focus your time and attention on study- 
ing your notes, and not have to read the chapter 
multiple times. Use ongoing review to reinforce 
the learning process. 


You can use index cards to record (take notes) 
on important information. Your index cards 
can include categories with lists of important 
information, definition cards for key terminol- 
ogy, and study cards with questions and 
answers. For the cards to be most effective, 
study from the fronts and the backs of the 
cards, recite the information and check your 
accuracy, and use reflect activities to increase 
your understanding of the material. 


You can record information in the margins of 
your textbook. Marginal notes may include lists 
of key points, terminology, definitions, per- 
sonal comments or questions, study questions, 
and diagrams or pictures. 


ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 
Seem_links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 


If you are working on your own computer, bookmark this web site. 
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LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 7. Your instructor may assign one or 
more specific options or may ask you to select one or more options that interest 
you the most. 


he 


Expand the Chapter 7 mapping on page 169 by extending the branches on the mapping to show 
important key words or phrases for each heading. (See the example in Chapter 1, page 25.) Add pic- 
tures and colors to your mapping to accentuate the points. Below the visual mapping or on a separate 
piece of paper, write a one- or two-paragraph summary that discusses the highlights of the chapter. 
Use the information in your mapping as a guide for the content of your summary. 


. Create a category chart for Surveying a Textbook, Surveying a Chapter, or Using SQ4R. List the cate- 


gories of information in the left column. Create categories of information for at least two more 
columns or use two or more of the following categories: do what, how, why, importance, or benefits. 


. Use the Internet to locate an informative web site for the topic of textbook reading. Find an alternative 


textbook reading approach. Print the information. Prepare a short presentation or a written summary 
of the steps involved in this alternative approach to textbook reading. Then write one or more para- 
graphs that compare the textbook reading approach to SO4R. How are they similar? How are they dif- 
ferent? Which system seems the most comprehensive? 


. Select a chapter from one of your textbooks. Apply the SO4R reading system. Create a set of index 


(notetaking) cards to record important information from the chapter. In your set of cards, include cat- 
egory cards that have lists of information on the back, vocabulary cards that have definitions on the 
back, and study question cards with questions on the front and answers on the back. Create a title card 
that indicates the name of the textbook, the name of the chapter, and the name of the course in which 
you use this textbook. 


. Ona piece of paper, formulate study questions for each of the headings and subheadings in this chap- 


ter. Leave five or six lines between the questions. Then, without referring to your textbook, write 
answers to your study questions. Your answers should reflect your own words, not direct wording 
from the textbook pages. 


. On your own, make marginal notes next to each paragraph in Chapter 7. Remember that marginal 


notes must be brief and concise.-Then meet with another student who also used this learning option. 
Compare your marginal notes. Write a short summary that identifies your partner for this learning 
option and discusses what you learned about your marginal notes when you compared them to your 
partner's notes. 


. Create a mobile (a three-dimensional model that can hang from a ceiling or a light fixture) that shows 


the steps of SQ4R. Your mobile must be informative and instructional so students who are not famil- 
iar with the SQ4R textbook reading system will be able to identify the steps of this reading system and 
understand what to do in each step. 
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Cuapter 7 REVIEW QUESTIONS 


True-False 


Carefully read the following statements. Write T if the statement is true and F if it 


is false. 


10. 


Surveying always refers to looking at the information in the front and the back of a new 
textbook. 


Often students can learn how to use a new textbook effectively by reading the information 
in the appendix and the index. 


Surveying a chapter before you begin the process of careful reading is a warm-up activity 
that you can use to focus your mind, increase your interest, and plan efficient use of your 
time. 


You can omit the fourth step of SO4R without weakening this reading system. 


Step 2 of SQ4R provides a purpose for reading, improves concentration, and results in the 
creation of meaningful study tools in the review step of the process. 


For most college textbooks, you should first read through the entire chapter and then 
reread the chapter, stopping at the end of each page to take notes. 


Several options are available for students to use to complete the question, record, and 
review steps of the SO4R reading system. 


Reciting involves speaking out loud, using your own words, and speaking in complete sen- 
tences. 


If you need lengthy, detailed notes to review key information in a textbook, marginal notes 
are not the best option. 


In Step 4 of SO4R, your goal is to use highlighting, marginal notes, visual mappings, index 
cards, or other notetaking options to capture the main ideas and important supporting 
details on paper so you can use your notes to study and review the information. 


Short Answer and Critical Thinking 


1. SO4R is a structured reading approach that uses six steps in a specific order. If you were to change the 
sequence of the steps from read-record-recite to read-recite-record, would the system be weakened? 
Explain your answer. 
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2. How can you use the SQ4R system for reading math or science textbooks that have mathematical 
problems, equations, or formulas? 


3. Explain how to read a textbook without letting your mind slip into automatic pilot, where little or no 
information registers in your mind as you read. 


4. What are the benefits of the following SO4R steps? 
a. Step 2—Questioning 


b. Step 5—Reciting 5 Ree 


Strengthening 
Comprehension and 


ee SE OSE Se 
Critical Thinking Skills 
Tr SS 


Active Reading Understanding 


and What 
Thinking 


You Read 


Strengthening 
Comprehension 
and Critical 
Thinking Skills 


Writing Annotating 


Summaries Your 
Textbooks 


Active reading and active thinking are essential skills for college students that 
require students to go beyond reading the words printed on textbook pages. You 


can use many strategies to understand textbook information more thoroughly. Some 
relate to reading habits, while others relate to vocabulary development and paragraph 


structure. Annotating, or marking, textbooks helps you comprehend the material 
more thoroughly and provides study tools for further studying and reviewing. This 
chapter ends with a discussion of writing summaries, a strategy that promotes the 
expression of ideas in full paragraph form. Strengthening reading comprehension 
and critical thinking skills is an ongoing process; you will need to continually apply 
effort and the strategies in this chapter to meet the challenges presented by 
textbooks of varying complexity. 


CHAPTER 


Terms to Know 


active 
reading/thinking 
critical thinking 
verbalizing 
punctuation clues 
word clues 
word structure clues 
prefixes and suffixes 
base words or roots 
context clues 
synonyms 
antonyms 
contrast 
comparison 
analogies 
topic 
main idea 
topic sentence 
implied main ideas 
organizational 
patterns 
chronological pattern 
comparison pattern 
contrast pattern 
definition pattern 
examples pattern 
cause/effect pattern 
annotating 
highlighting 
supporting details 
bullets 
transition paragraph 
ordinals 
place holder words 
marginal notes 
stringing ideas 
reciting 
paraphrasing 
summaries 
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ing Profile 


aS 


8 Comprehension and Critical Think 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 


for Chapter | on page 2. 
ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


YES NO 


1. When I read a new chapter, I take time to think about the information in the 
chapter, analyze it, and work with it in a variety of ways. 


2. If 1 encounter a difficult or confusing paragraph, I skip over it and move to 
the next paragraph, which may be easier to understand. 


3. I use the structure of words and sentences as well as context clues to dis- 
cover the meanings of unfamiliar words that I encounter. 


4. I often highlight or underline several complete sentences that are difficult 
to read in each paragraph in my textbooks. 


5. I reread chapters thoroughly at least three times when I am preparing for 
a test. 


6. After I have read a paragraph in one of my textbooks, I am usually able to 
identify the main idea and the most significant supporting details. 


7. Luse the margins in the textbook to write brief notes or draw diagrams. 


8. When I write summaries, I include only the main chapter headings, which 
summarize the topics of the chapter. 


9. I can usually recognize the primary method a textbook author uses in a 
paragraph to organize the supporting details. 


10. I cannot study from my textbook notes because they are too disorganized 
and difficult to read. 


a} Reflection Writing 1 CHAPTER 8 
On a separate piece of paper or in a journal, do the following: 


1. Discuss your profile score for this chapter. What was your score? What does it mean 
to you? 


2. What are your greatest challenges or difficulties in the area of understanding the 


~~ 
information in your textbooks? i 
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Active Reading and Thinking 


Ne ATI 


Reading and learning from college textbooks requires both active reading and 
active thinking skills. In Chapter 5, page 116, you learned that active learning 
involves taking notes, writing questions, marking your textbooks by highlight- 
ing, reciting to activate your auditory channel, making study tools, writing 
summaries, and quizzing yourself on the information you are studying. Active 
reading and active thinking are components of active learning. 


Active readers 


tL 
Zz: 


use a reading system, such as SOAR, to process the content of college textbooks. 
recognize levels of information (thesis, major concepts or themes, main ideas, 
and supporting details). 


. recognize organizational patterns in the text (chronological, cause-effect, defini- 


tion, comparison or contrast, or examples). 


. use word structure clues, context clues, glossaries, and dictionaries to under- 


stand unfamiliar words. 


. interact with the textbook by annotating passages (highlighting, marking, and 


making marginal notes). 


. reorganize information and elaborate important points by making study tools 


(visual mappings, hierarchies, index cards, or separate notes). 


. integrate the new information with information already learned. 
. actively think about the information by questioning, interpreting, evaluating, or 


applying the information to new situations. 


Active thinkers 


si 


identify the important knowledge they need to learn. They can define, describe, 
label, list, match, name, and recognize important main ideas and facts (support- 
ing details). 


. comprehend or grasp the meaning and significance of the information they read. 


They can classify, discuss, explain, interpret, restate, and summarize concepts 
and facts in their own words. 


. apply the information they learn to new situations. They can illustrate examples, 


solve problems, and demonstrate uses or show applications of the information. 


. analyze information by identifying its individual components. They can catego- 


rize, compare, contrast, diagram, distinguish characteristics of different bodies 
of information, identify patterns or trends, and show relationships between dif- 
ferent parts of the whole. 


. synthesize or integrate information to see the big picture, concepts, or major 


themes. They can collect relevant information, compose original ideas, create 
generalizations based on individual facts, draw logical conclusions, formulate 
questions, organize information in new ways, and personalize information so it 
relates to their own experiences. 


. evaluate the logic, authenticity, accuracy, and objectivity or subjectivity of infor- 


mation. They can argue, assess, judge, defend, or support a position, perspec- 
tive, or decision. They can predict logical sequences of events and outcomes. 


198 


UNIT THREE Developing Ejjective Lext00oK Kedaing Slralegles 


When you use active reading strategies, you focus your attention on com- 
prehending (attaching meaning and significance to) the information you read. 
You become engaged in the learning process by applying strategies that move 
you beyond merely reading the printed words. You read with a desire and a goal 
of understanding the information clearly and accurately and processing the 
information into your long-term memory system. 

In Chapter 6, page 158, you learned about Bloom's Taxonomy, a system that 
categorizes cognitive levels of questioning and thinking. Active thinking, also 
known as critical thinking, improves your understanding of what you read 
and builds a stronger foundation to learn higher-level concepts. Active thinking 
moves you beyond rote memory and helps you internalize the information for 
future use. The Active Thinker’s chart, based on Bloom’s Taxonomy, shows com- 
mon characteristics of active thinkers. 

This chapter introduces active learning strategies that will help you 
strengthen your reading comprehension and critical thinking skills so you can 
learn textbook information more thoroughly and efficiently. It is important, 
however, to recognize that reading comprehension and critical thinking are 
complex processes that occur on many levels. As a result, many colleges and 
universities offer term-long courses designed to strengthen reading compre- 
hension and critical thinking skills. You may want to consider enrolling in a col- 
lege reading or critical thinking course next term to boost your skills beyond 
those you will learn in this chapter. 


Group Processing: Form groups of three or four students. Complete the following directions. 


A Collaborative 
Learning Activity 


Understanding What You Read 
i eee AAS Ae 


1. Discuss what reading comprehension means to you. As a group, formulate a 
definition of reading comprehension. 


2. Brainstorm a list of reading difficulties you have encountered with some of 
your college textbooks. Be prepared to share with the rest of the class. 


As you already know, college textbooks vary in complexity; some are easy to 
read and comprehend while others require more time and effort to understand 
and master. Understanding textbook information begins with the first step of 
SQ4R—surveying. Surveying helps you form a big picture of the chapter and 
begin to set up schemas for the information in the chapter. Each additional step 
of SQ4R (question, read, record, recite, and review) provides you with active 
learning strategies to comprehend and master textbook information. The fol- 
lowing strategies will help you unlock the meaning of difficult paragraphs or 
passages and thus increase your comprehension of the material. 


Strategies to Unlock the Meaning of Text 


1. Reread, verbalize, and visualize. 

. Use clues in words and sentences to learn meanings of unfamiliar words. 

. Substitute familiar words for unfamiliar words. 

. Use the natural flow or progression of information. 

Identify main ideas. 

. Identify the organizational pattern or patterns used for the supporting details. 
Draw a picture of the paragraph. 


NIOOABRON 


CHAPTER 8 


Reread, Verbalize, 
and Visualize 


Use Clues in Words 
and Sentences 

to Understand 
Unfamiliar Words 
MT OO 


commas— 


dash— 


parentheses— 


colon— 
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Reread the information more slowly and with the intent of grasping the mes- 
Sage presented in the paragraph. On occasion, you may find yourself rushing 
the reading process and reading too quickly for your mind to grasp the concepts 
presented. Unlike the leisure reading of magazines, newspapers, or paperback 
books, textbook reading requires your focused attention and alertness to 
details. You may find that your comprehension increases simply by reading at a 
slower pace. 

Your reading comprehension may also be enhanced by verbalizing what 
you read. In other words, read out loud. By saying the words and hearing 
the words, you give yourself extra assistance in understanding a difficult 
paragraph. When you read out loud and when you speak, you usually group 
information into natural phrases, which makes the information easier to 
understand. When you use this technique, read out loud slowly, enunciate 
clearly, and concentrate on hearing the words and the phrase they form. 

Weak comprehension sometimes occurs when a person reads too quickly 
for the information to be processed effectively and accurately. Taking the time 
to visualize the information and create a “movie in your mind” carries a 
stronger image into your memory system. Some readers automatically visual- 
ize as they read; others need to apply more effort and intention to activate the 
visualization process. When you are having difficulty comprehending (or 
remembering) what you are reading, evaluate your approach to see if you are 
taking the time necessary to create the visual images. If you did not create pic- 
tures, try reading the paragraph more slowly and force the visual images to 
develop as you read. 


Many readers with comprehension problems have the tendency to skip over 
unfamiliar words. If you skip some words or read words but do not know their 
meanings, your weak comprehension of the paragraph may be tied to its vocab- 
ulary. Specialized or course-specific vocabulary may be unclear, or words that 
are not set off in special print may be the source of the problem. 

Use the following strategies to unlock the meanings of the unfamiliar 
words. 


1. Look for a glossary in the back of your textbook. Words in bold or special 
print will usually be defined in the glossary. You can learn the meanings of 
words that are not in special print by using a dictionary or an electronic 
handheld spell checker with a dictionary and thesaurus. 


2. Use punctuation clues to identify definitions of terminology within the 
sentence or surrounding sentences. Commas, dashes, parentheses, and 
colons are forms of punctuation that signal definitions. Notice how the 
punctuation clues in the following examples signal the definitions of the 
circled words. 


The use of aquality circle), a group of employees who meet on company 


time to solve problems of product quality, is one way that auto makers are 


implementing this strategy at operations level. 


Instead, Aristarchus propounded the(heliocentric theory)—that the 


earth and the planets revolve around the sun. 


Credibility problems can occur from improper or careless @nunciation 


(the way you articulate and pronounce words in con text). 


An (@mpirical formula) is the simplest formula for a compound: the 


formula of a substance written with the smallest integer subscripts. 
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3. Use word clues that signal definitions within the sentence and link the 


vocabulary terms to their definitions. The following word clues are used 
frequently to define terminology. 


also defined as referred to as known as called 
is/are to describe mean/means which is or 


Often, the term is presented first and then followed by the definition. 
However, the order can be reversed; the definition may be given first, fol- 
lowed by the naming of the term. Notice how word clues are used in the 
following sentences to signal the definitions: 

A Gialectffis|a particular speech pattern associated with an area of the 


country or a cultural or ethnic background. 


When we talk about €ulturd, we [mean] the customary traits, attitudes, 


and behaviors of a group of people. 


. Use word structure clues to get a general idea about the meaning of unfa- 


miliar words. Because many words contain prefixes (units of meaning 
attached to the beginnings of words) and suffixes (units of meaning that 
follow the base word and indicate a specific part of speech, such as a noun, 
verb, adjective, or adverb), by learning the meanings of prefixes and suf- 
fixes, you can determine basic information about unfamiliar words. (You 
can find lists of prefixes and suffixes with their meanings on this textbook’s 
web site.) For example, the word electroencephalogram can be broken into 
its structural parts. Electro refers to “electrical,” enceph refers to the brain, 
and gram refers to a graph. Basically, it is “an electrical brain graph.” The 
glossary definition in a psychology textbook states that an electroen- 
cephalogram is “a recording of the electrical signals produced by the nerve 
cells of the brain, obtained through electrodes attached to the surface of 
the skull.” 


Base words are words in English that can stand by themselves. Roots 
are units of meaning, also often from Greek or Latin, that do not form 
English words until other roots, prefixes, or suffixes are attached to them. 
For example, ject means “to throw’; however, we do not use it until we add 
additional word parts, such as in the words inject, reject, or project. (See the 
web site for a list of roots and their meanings.) 


Base Word 
cf or 
Root 


“back” “throw” past-tense 
verb ending 


. Defining a word solely by using the structural clues often does not pro- 
vide a complete definition. After you have a general idea of a word, you can 


always use a dictionary or the glossary in your book to expand the basic 
meaning with a full definition. 
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5. Use context clues for hints about the general meanings of unfamiliar 
words. The term context refers to the words and sentences that surround a 
specific term or concept. By carefully reading the sentence with the unfa- 
miliar word and then rereading the surrounding sentences, you can often 
pick up clues about the meaning of the word through words with similar 
meanings (synonyms), words with opposite meanings (antonyms), or 
words or images that indicate a likeness or difference between the unfa- 
miliar word and some other concept. The following chart summarizes 
7 kinds of context clues and provides you with an example of each. 


Comparisons 
or Analogies 


Definition Strategy 


words with exact | Try substituting a 

or similar familiar word 
meanings (a synonym) for 

the unfamiliar word. 


Example Sentence 


probity: 
The judge has a keen sense of 
recognizing a person's honesty and 
integrity. For that reason, the 
probity of the witness was not 
questioned. 


An unfamiliar word is 
understood because 
you understand its 
opposite. 


words with 
opposite meanings 


impenitent: 
Instead of showing shame, regret, 
or remorse, the con artist was 
impenitent. 


thallophyte: 
Because the fungi is a thallophyte, it 
differs from the other plants in the 
garden that have embedded roots 
and the rich foliage of shiny leaves 
and hardy stems. 


Look for words such 
as differ, different, 
unlike, or opposite of 
to understand the 
differences. 


words that show 
an opposite ora 
difference 


Look for the 
commonality between 
two or more items. 


cajole: 
I sensed he was trying to cajole me. 
He reminded me of a salesman 

trying to sell me a bridge. 


words or images 
that indicate a 
likeness ora 
similarity 


Context clues sometimes are not as specific as synonyms, antonyms, or 
analogies. The meaning of unfamiliar words may simply be “sensed” by relating 
the information in the surrounding sentences to common sense, personal expe- 
rience, or a variety of examples. To use these, and all kinds of context clues, the 
reader must keep a focused mind, concentrate, and search for useful context 
clues. Reading quickly without time to think, digest the information, and 
actively be involved with the printed word will leave many unfamiliar words 
undefined. 


Substitute Familiar = Once you have identified the meaning of an unfamiliar word, you can use this 

Words for strategy to convert formal textbook language into a less formal, more personal 

Unfamiliar Words conversational tone. Above each of the words that was unfamiliar to you, write 

comememmemmnememeen amore common or familiar word. Then reread the paragraph but substitute the 
common or familiar word for the unfamiliar word. The following example 
shows how this technique of substituting words adds clarity and improves com- 
prehension of a difficult paragraph. 
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puzzling ' 
Few if any philosophies are as enigmatic as Daoism—the teachings of 


the Way (Dao). The opening lines of this school’s greatest masterpiece, 
morality associated with 


The Classic of the Way and Virtue (Dao De Jing), which is ascribed to the 


famous challenge 
legendary Laozi, immediately confront the reader with Daoism's 


contradiction walked lasting 
essential paradox: “The Way that can be trodden is not the enduring 


and the unchanging Way. The name that can be named is not the 


claims 
enduring and unchanging name.” Here is a philosophy that purports 


at the same time 
to teach the Way (of truth) but simultaneously claims that the True 


exceeds Contained ae. 
Way transcends human understanding. Encapsulated within a little book 
resists rejects 


of some five thousand words is a philosophy that defies definition, spurns 


reason, and rejects words as inadequate. 


Andrea, The Human Record, p. 93. 


Use the Natural A paragraph is defined as a group of sentences that support a main idea. 
Flow or Progression Paragraphs are grouped to support a heading or a thesis statement (the overall 


of Information purpose of the combined paragraphs). Therefore, when you have difficulty with 
2 s one paragraph, sometimes you can determine the meaning or significance of 
the paragraph by placing it in the context of the surrounding paragraphs. 
Reread the preceding paragraph; read the paragraph that follows the difficult 
paragraph. Look for the pattern of information and the natural flow or pro- 
gression of information through the series of paragraphs. 


What techniques can individuals use to be sure they 
understand the language of a legal contract before 
signing the agreement? 
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SS EXERCISE 8.1 Rereading, Verbalizing, and Visualizing 


Read the following excerpt at your normal reading pace. Then reread the 
paragraph out loud to yourself. As you read, create a movie in your mind about 
the information. Answer the questions that follow the excerpt. 


Tax Evasion 


Tax evasion involves deliberately and willfully hiding income, falsely claiming 
deductions, or otherwise cheating the government out of taxes owed. It is illegal. A 
waiter who does not report tips received and a baby-sitter who does not report income 
are both evading taxes, as is a person who deducts $150 in church contributions but 
who fails to actually make the donations. Tax avoidance, on the other hand, means 
avoiding taxes by reducing tax liability through legal techniques. It involves applying 
knowledge of the tax code and regulations to personal income tax. 


Tax evasion results in penalties, fines, excess interest charges, and a possible jail 
sentence. In contrast, tax avoidance boosts your after-tax income because you pay 
less in taxes; as aresult, you will have more money available for spending, saving, and 
investing. 


1. What are the differences between tax evasion and tax avoidance? 


2. What three examples are given to explain tax evasion? 


3. Why does the government impose penalties, fines, interest charges, and sometimes jail time on tax 


evaders? 


4. What differences did you notice in your reading comprehension when you read the paragraph out 


loud (verbalized)? 


5. Without referring back to the paragraph, what images or “movies in your mind” can you recall about 


the content of this paragraph? 
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SS Exercise 8.2 Defining Words 
Read the following excerpt carefully. Answer the questions that follow. 


Personal Power 


Three sources of power stem from characteristics or behaviors of the power actor: 
expert power, referent power, and prestige power. All are classified as personal power, 
because they are derived from the person rather than from the organization. Expert 
power and referent power contribute to charisma. Expert power is the ability to 
influence others through specialized knowledge, skills, or abilities—for example, likea 
marketing manager who is adept at identifying new markets. Referent power is the 
ability to influence others through desirable traits and characteristics. 


Another important form of personal power is prestige power, the power stemming 
from one’s status and reputation. A manager who has accumulated important 
business successes acquires prestige power. Executive recruiters, for example, 
identify executives who could readily be placed in key CEO positions because of their 
excellent track records. 


1. What is personal power? 


2. Define prestige power. 


3. How are expert power and referent power alike? 


4. How are expert power and referent power different? 


5. Explain how you could use word structure clues to understand the term referent. 


6. What is charisma? 
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Ww EXERCISE 8.3 Substituting Common or Familiar Words 


For some students, the words in italics in the following paragraph may be 
unfamiliar, leading to poor comprehension. Above each italicized word, 
write a more familiar word. Then read the paragraph out loud, using your 
substituted words. 


From Germany to the Balkans, hostility is again breaking loose among the mosaic of 
ethnic minorities that live cheek by jowl. The enmities are the same as those that 
enfeebled the Austro-Hungarian and Ottoman Empires and helped start World War I 
in 1914 and that Hitler manipulated in the years leading up to World War II in 1939. 


Such enmities will continue to threaten world peace in the twenty-first century. A 


/ 
corollary of this is the changed nature of war. Formerly war was an interstate affair in 


which organized armies met in combat. Today, ferocious civil war is the norm. The 
military historian Martin van Crevald writes: “The characteristics of the new kind of 
warfare, of which Bosnia is an example, are that sophisticated modern weapons play 
little role.... But although sophisticated weapons are scarcely used, these new wars 
tend to be very bloody because there is no distinction between armies and peoples, so 


everybody who gets in the way gets killed.” 
Mansbach, The Global Puzzle, p. 17. 


tify Main Ideas — Every paragraph has a topic. The topic is the subject of the paragraph. You can 
mn s easily identify the topic by asking yourself, In one word or one phrase, what is 
this paragraph about? The main idea of a paragraph is the main point the 
author intends to develop in the paragraph. Unless it is implied (not directly 
stated), the main idea is expressed in the topic sentence. The topic sentence is 
like an umbrella. It needs to be broad enough for all of the other information or 
details in the paragraph to “fit under” it. In a well-written paragraph, each sen- 
tence relates to or supports the topic sentence. 

Unlocking the meaning of a paragraph begins by identifying the main idea. 
You can identify the main idea by analyzing the paragraph and locating the 
topic sentence. 


Fopic Sentence 


detail detail 


detail detail 
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Use the following strategies to identify the main idea or the topic sentence. 


1. 


Ms 


Ask yourself and answer the following questions to identify the topic 

sentence: 

H What is the topic (subject) of this paragraph? Is there a “big picture” or 
“umbrella sentence” that contains this topic word? 

@ What is the main idea of this paragraph, the idea the author wants to 
make about the topic? 

B® Which sentence is large enough to encompass the content of the para- 
graph? 


Use the following positions of sentences to evaluate sentences that may be 
the topic sentence with the main idea: 


— Does the first sentence capture the overall content of the paragraph? In 
textbooks, the first sentence of a paragraph often states the main idea. 


@ If the first sentence is not the “umbrella sentence,” check the last sen- 
tence. Sometimes the details are presented first; the last sentence sum- 
marizes the main points, and thus states the main idea. 


@ If the first and the last sentences do not state the main idea, carefully 
examine each sentence in the body of the paragraph. 


In the following paragraph, the main idea is expressed in the second part of 


the first sentence. The last sentence restates or summarizes the first sentence. 


The main forms of plant and animal life may at first glance appear 
chaotic, but the biologist sees them in a high degree of order. This order 


is due to an elaborate system of classification. All life is first grouped into 
a few primary divisions called phyla; each phylum is in turn subdivided 
into small groups called classes; each class is subdivided into orders; and 
so on down through the family, the genus, the species, the variety. This 
system brings order out of chaos, enabling the biologist to consider any 
plant or animal in its proper relationship to the rest. 


Louise E. Rorabacher. 


In the next paragraph, the first sentence introduces the topic but does not 


state the main idea. When this occurs, the next step is to check the last sentence. 
In this example, the last sentence states the main idea and the topic, which is 
marketing mix. This sentence is also an example of the natural progression of 
information; it serves as a lead-in to the next paragraph, which will define and 
explain the idea of marketing mix more thoroughly. 
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Creating a Marketing Mix 


A business firm controls four important elements of marketing that it 
combines in a way that reaches the firm’s target market. These are the 
product itself, the price of the product, the means chosen for its distribu- 
tion, and the promotion of the product. When combined, these four ele- 


ments form a marketing mix. 


Pride, Hughes, Kapoor. Business, p. 363. 


On occasion, you will encounter paragraphs that do not directly state the 
main idea—the main idea is implied. In paragraphs with implied main ideas, 
the assumption is that after careful reading, you will be able to state the main 
idea in your own words. The supporting details in the paragraph should supply 
you with sufficient information to draw your own conclusion about the main 
idea. In the following paragraph, the first sentence is not the “big picture” or the 
umbrella sentence. If it were the topic sentence, the entire paragraph would be 
dedicated to examples of civilizations that left written records that we cannot 
yet decipher. The last sentence cannot work as the topic sentence because it is 
an example of mysterious people for whom we have yet to uncover written 
records. After examining the body of the paragraph, notice how none of the sen- 

/ tences captures the “big picture” of the entire paragraph. After reading the para- 
graph carefully and thinking about its content, you can formulate a main idea, 
such as some of the world’s earliest civilizations did not leave written records or 
written records that can be deciphered, or we do not have written records to use to 
learn about some of the world’s earliest civilizations. 


Some of the world’s earliest civilizations have left written records that we 
cannot yet decipher and might never be able to read. These include 
India’s Harappan civilization, which was centered in the Indus valley 
from before 2500 to some time after 1700 B.c.E.; and the Minoan civiliza- 
tion of the Aegean island of Crete, which flourished from roughly 2500 to 
about 1400 B.c.£.; and the African civilization of Kush, located directly 
south of Egypt, which reached its age of greatness after 800 B.c.E.; but 
with much earlier origins as a state. For many other early civilizations and 
cultures we have as yet uncovered no written records. This is the case of 
mysterious peoples who, between approximately 6000 B.c.£. and the first 
century C.E., painted and carved thousands of pieces of art on the rocks of 
Tassili n’ Ajjer in what is today the central Saharan Desert. It is also true of 
the Olmec civilization of Mexico, which appeared around 1200 B.C.E. 


Andrea/Overfield, The Human Record, p. 34. 
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Q Exercise 8.4 Identifying Main Ideas and Topic Sentences 


By yourself, with a partner, or ina small group, read each of the following 
paragraphs carefully, Highlight or underline the sentence that you think is the 
topic sentence for each paragraph. If the paragraph has an implied main idea, 
use your own words to write the main idea next to the paragraph. 


1. 


Global politics, then, has many kinds of issues. Some, such as U.S.-Russian arms 
negotiations or Syrian-Israeli peace negotiations, involve the quest for security. 
Others, such as negotiations on trade barriers, focus on economic questions. Still oth- 
ers, such as controversies about acid rain, are about threats to the environment. In 
other words, the enormous range of issues in global politics covers diverse topics. 
Increasingly, the global agenda is attracting nontraditional issues that either produce 
cooperation or necessitate collaboration if disaster is to be avoided. 


Mansbach, The Global Puzzle, p. 19. 


In a family with two adults and children, for example, one of the adults may already 
have a job and the other may be choosing between working at home or working out- 
side the home. This decision may be very sensitive to the wage and perhaps the cost 
of child care or consuming more prepared meals. In fact, the increased number of 
women working outside the home may be due to the increased opportunities and 
wages for women. The increase in the wage induces workers to work more in the labor 
market. Economists have observed a fairly strong wage effect on the amount women 
work. 


Taylor, Economics, pp. 327, 329. 


To understand leadership, it is important to grasp the difference between leadership 
and management. We get a clue from the standard conceptualization of the functions 
of management: planning, organizing, directing (or leading), and controlling. Leading 
is a major part of a manager’s job, yet the manager must also plan, organize, and con- 
trol. Broadly speaking, leadership deals with the interpersonal aspects of a manager's 
job, whereas planning, organizing, and controlling deal with the administrative 
aspects. According to current thinking, leadership deals with change, inspiration, 
motivation, and influence. In contrast, management deals more with maintaining 
equilibrium and the status quo. 


DuBrin, Leadership, p. 3. 


Why does a new product fail? Mainly because the product and its marketing program 
are not planned and tested as completely as they should be. For example, to save on 
development costs, a firm may market-test its product but not its entire marketing 
mix. Or a firm may market a new product before all the “bugs” have been worked out. 
Or, when problems show up in the testing state, a firm may try to recover its product 
development costs by pushing ahead with full-scale marketing anyway. Finally, some 
firms try to market new products with inadequate financing. 


Pride/Hughes/Kapoor, Business, p. 401. 


The human brain in late adulthood, however, is smaller and slower in its functioning 
than the brain in early adulthood. This reduction is thought to be caused by the death 
of neurons, which do not regenerate. Neurons die at an increasing rate after age 60. 
The proportion of neurons that die varies across different parts of the brain. In the 
visual area, the death rate is about 50 percent. In the motor areas, the death rate varies 
from 20 to 50 percent. In the memory and reasoning areas, the death rate is less than 
20 percent. The production of certain neurotransmitters also declines with age. 


Payne/Wenger, Cognitive Psychology, p. 359. 
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America’s political and intellectual leaders worked hard to inculcate virtue in their fel- 
low countrymen and countrywomen. After 1776, American literature, theater, art, 
architecture, and education all pursued explicitly moral goals. The education of 
women was considered particularly important, for as the mothers of the republic’s 
children, they were primarily responsible for ensuring the nation’s future. On such 
matters Americans could agree, but they disagreed on many other critical issues. 
Almost all white men concurred that women, Indians, and African-Americans should 
be excluded from formal participation in politics, but they found it difficult to reach a 
consensus on how many of their own number should be included, how often elections 
should be held, or how their new governments should be structured. 


Norton, A People and a Nation, p. 173. 


Identities help determine whom people consider to be friends or foes. People have loy- 
alties to numerous groups and identify with them—government, gender, employer, 
church, ethnicity, and so on. A person in France might identify with a feminist group 
seeking gender equality, a farm association trying to hold on to agricultural subsidies, 
a consumer who would like to reduce such subsidies and so lower food prices, the 
Catholic Church seeking state funds for parochial schools, or even a right-wing politi- 
cal party seeking to expel France’s immigrant population. In complex societies, multi- 
ple identities are common. 


Mansbach, The Global Puzzle, p. 163. 


Many outdoor trainers and participants believe strongly that they derived substantial 
personal benefits from outdoor training. Among the most important are developing 
greater self-confidence, appreciating hidden strengths, and learning to work better 
with people. Strong proponents of outdoor training believe that those who do not 
appreciate the training simply do not understand it. Many training directors also have 
positive attitudes toward training. They believe that a work team that experiences 
outdoor training will work more cooperatively back at the office. 


DuBrin, Leadership, p. 237. 


Man probably used his own voice to produce the earliest music, and music through 
the ages has developed with reference to the voice. It seems likely that primitive 
human beings, discovering that their voices were capable of certain timbres and 
pitches, would have had a natural interest in similar sounds encountered by accident; 
a plucked bow string, wind blowing across the reeds in a brook. This natural tendency 
to relate new sounds to the human voice makes the voice the most fundamental of 
musical sounds. 


Wink/Williams. 


The word civilization is derived from the Latin adjective civilis, which means “politi- 
cal” or “civic.” No matter how else we define civilization, an organized civic entity, 
known as a state, stands at the center of every society we call civilized. A state is a 
sovereign public power that binds large numbers of people together at a level that 
transcends the ties of family, clan, tribe, and local community and organizes them for 
projects far beyond the capabilities of single families or even villages and towns. 


Andrea/Overfield, The Human Record, p. 5. 
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Comprehension involves more than identifying the main ideas of paragraphs. 
Unlocking the meaning of text also involves understanding the relationships 
among the details within paragraphs. For writing to be coherent and make 
sense, the supporting details within a paragraph need to be organized logically. 
The ideas within the paragraph need to flow with a natural progression. Five 
organizational patterns for organizing details within a paragraph frequently 
appear in college textbooks. If you have taken any college composition classes, 
these organizational patterns are the same that you have learned to use in your 
own writing. 

The five common patterns are shown below. Following each pattern is an 
example of a visual form that you could use to show the relationships between 
two or more items in the paragraph. While there are many ways to pictorially 
show the information, the examples given are excellent starting points. 


Chronological Pattern If you look carefully at the details, you may notice 
that they are presented in a logical time sequence called chronological order. 
Chronological order is often used when a story is being told (a narrative) or 
when a procedure or process is being explained. The chronological pattern 
indicates that the details happen in a specific, fixed order to get to a conclusion 
or aresult. 


Clue words used in this pattern: when, then, before, next, after, first, second, and 
finally. 


Comparison or Contrast Pattern When two or more objects or events are 
being discussed, a comparison pattern is being used. This pattern can include 
both likenesses and differences. However, if only differences between two or 
more objects are being discussed, a contrast pattern is used. After you are able 
to identify the comparison or the contrast pattern, you will more easily under- 
stand what is being said about each subject. 


Features A B 


Clue words used to signal likenesses: also, similarly, and likewise. Clue words 
used to signal differences: but, in contrast, on the other hand, however, although 
and while. : 


Definition Pattern Many textbook paragraphs simply explain the meanings 
of terms. If the term being used is vital to comprehending more complex infor- 
mation, an entire paragraph may be devoted to helping you grasp the meaning 
of the term through the use of explanations, negations, analogies, or examples. 
A definition pattern often has the term to be defined in bold letters in the first 
sentence of the paragraph. 


~~ 
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key points, characteristics, analogies, examples 


Clue words used in this pattern: means, is, can be considered, and is defined as. 


Examples Pattern In the examples pattern, once an important idea, term, 
or theory is presented, the author expands your understanding by giving you 
clear examples of the theory before moving on to new information. 


Clue words used in this pattern: for example, another example, and an illustra- 
tion of this. 


Cause/Effect Pattern Often the relationship between two items shows that 
one item caused the other to happen. Sometimes one cause can have more than 
one outcome or effect. In other cases, several causes can produce a given effect 
or outcome. Whenever there is a relationship that shows that one item caused 
the other to happen, a cause/effect pattern is being used. 


Effect 


Clue words for this pattern: because, since, so, therefore, caused by, and result in. 
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Summary Chart for Organizational Patterns 


Purpose Is to Show: Clue Words 
Chronological | logical time sequence when, then, before, next, after, first, second, 
finally, while, since, until 
Definition the meaning of course-specific words 
(terminology) 
Examples examples that clarify an idea, term, | for example, another example, an illustration 
or theory of this, similarly 


Cause/Effect relationship between two items that | because, since, so, so that, therefore, caused 
have a cause and an outcome/effect by, result in, consequently, as a result 


likenesses or differences also, and, similarly, likewise, but, in contrast, 
on the other hand, however, although, while 


but, in contrast, on the other hand, however, 
although, while, yet, whereas, nevertheless 


differences 


mean, is, can be considered, is defined as 


Draw a Picture of Converting printed information in paragraphs into pictures promotes careful 
the Paragraph reading, critical thinking, and comprehension. As you work your way through 
: — ommesem the paragraph by drawing a picture to show the significant details, the infor- 


mation in the paragraph becomes clearer. (Note that you may also draw a pic- 
ture for information from multiple paragraphs that appear under the same 
heading or in the same chapter.) The process of drawing also helps you create a 
visual image of the information and use thinking processes that do not occur 
when you read printed materials. By labeling parts of your pictures with words, 
you also create a strong association between words and symbols. Both the 
words and the symbols serve as links to recall information later. Remember 
from Chapter 6 that pictures are also one form of mnemonics that serves as a 
memory trigger to help you later pull up information from long- 
term memory. 

Place your hand over the picture at left; read the paragraph 
carefully. Visualize the information as you read. Then examine 
the drawing to see how the information has been converted to a 
picture. 


Greenhouse Effect: 


A window pane transmits sunlight. It is nearly transparent, and 
much of the shortwave energy passes through. Only a little energy 
is absorbed to heat up the glass. However, the walls and furniture 
inside a room absorb a large part of the solar radiation coming 
through the window. The energy radiated from the furniture, unlike 
the original solar energy, is all long-wave radiation. Much of it is 
absorbs unable to pass out through the window pane. This is why the car 
solar seats get so hot on a hot, sunny day when all the windows are 
radiation closed. Try putting a piece of glass in front of a hot object to see how 
the heat waves are cut off. A greenhouse traps energy in this way 
when the sun shines and so does the atmosphere. 


Investigating the Earth, American Geological Institute 


Name 


Date 


BW EXERCISE 8.5 Converting Words to Visual Forms 


With a partner or on your own, convert the information in the following 
paragraphs to a visual form. You may use a visual form that shows the 
paragraph'’s organizational pattern, or you may use a picture that shows the 
significant details and their relationship. Complete your drawings on a separate 
piece of paper; number your drawings to correspond to the numbers given below. 


1 


of 


The human costs of the Civil War were enormous. The total number of military casual- 
ties on both sides exceeded 1 million—a frightful toll for a nation of 31 million people. 
Approximately 360,000 Union soldiers died, 110,000 of them from wounds suffered 
in battle. Another 275,175 Union soldiers were wounded but survived. On the 
Confederate side, an estimated 260,000 lost their lives, and almost as many suffered 
wounds. More men died in the Civil War than in all other American wars combined 
until Vietnam. Fundamental disagreements that would continue to trouble the 
Reconstruction era had caused unprecedented loss of life. 


Norton, A People and a Nation, p. 437. 


The earth system contains a number of interconnected subsystems, often described 
as “environmental spheres.” The four major subsystems are the atmosphere, or the 
ocear of air that overlies the entire earth's surface; the hydrosphere, or the water of the 
surface and near-surface regions of the earth; the lithosphere, or the massive accumu- 
lation of rock and metal that forms the solid body of the planet itself; and the biosphere, 
or the layer of living organisms of which we are a part. All four respond in various ways 
to the flow of energy and materials through the earth system. 


Holt Atkinson, Reading Enhancement and Development, pp. 218-219. 


The Celsius scale is the temperature scale for general use in much of the world and for 
scientific use worldwide. On this scale, the freezing point of water is O°C, and the boil- 
ing point of water at normal barometric pressure is 100°C. On the Fahrenheit scale, the 
scale in common usage in the United States, the freezing point of water is 32°F, and the 
boiling point of water at normal barometric pressure is 212°F. Negative temperatures 
are possible with both of these scales. For example, liquid nitrogen boils at -321°F and 
—196°C. Another well-known temperature is discussed in the Chemical Perspective at 
the end of this section. 


Ebbing, Wentworth, Introductory Chemistry, pp. 33-34. 


Railroads altered conceptions of time and space. First, by overcoming physical barri- 
ers to travel, railroads transformed space into time. Instead of expressing the distance 
between places in miles, people began to refer to the amount of time it took to travel 
from one place to another. Second, railroad scheduling required the nationwide stan- 
dardization of time. Before railroads, local church bells and clocks struck noon when 
the sun was directly overhead, and people set their clocks and watches accordingly. 
But because the sun was not overhead at exactly the same moment everywhere, time 
varied from place to place. Clocks in Boston, for instance, differed from those in New 
York by almost twelve minutes. To impose some regularity, railroads created their own 
time zones. By 1880 there were nearly fifty different standards, but in 1883 the rail- 
roads finally agreed—without consulting anyone in government—to establish four 
standard time zones for the whole country. Most communities adjusted their clocks 
accordingly, and railroad time became national time. 


Norton, A People and a Nation, p. 437. 
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Bz’ Exercise 8.6 Case Studies 


Each of the following case studies describes a student situation. Read each case 
study carefully; highlight key ideas or student issues. Answer the question that 
ends each case study. In your response, address the key points that you 
highlighted and that directly relate to the question. Answer in complete sentences. 
These case studies are also available online; you can email your response to your 
instructor or print a copy of your work online. 


1. Cecilia is taking a class in medical terminology. She is required to learn approximately fifty different 
medical terms each week. She has been trying to memorize each word and its definition. The words 
are grouped according to “word families.” For example, one week she had to learn words such as der- 
mis, epidermis, dermatology, and dermatitis. She is confused and is having difficulty learning all the 
words each week. What strategies would you recommend that would be more effective than memo- 
rizing each individual word? 


2. Lisa has difficulty with reading comprehension. She encounters so many words that are unfamiliar to 
her; she is not able to understand many of the paragraphs she reads. She feels it will take too much 
time to use a dictionary to look up all the words. For now she is just getting by but is fearful of what 
will happen on the first test. What strategies would you recommend Lisa use to begin to deal with her 
problems? 


3. Mayumi has a hard time learning the information in textbooks. Some of her difficulties may stem 
from her reading habits. She reads through several paragraphs at a time at a steady rate. She then 
returns to each paragraph to look for the main idea; however, all the sentences seem equally impor- 
tant to her. She realizes that she needs to learn how to identify the main ideas in paragraphs. What 
strategies would you suggest to Mayumi? . 
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Co Exercise 1.7 LINKS 


Work in a small group or with a partner to discuss one or more of the following 
questions. (Your instructor may assign your group or you and your partner a 


specific discussion question.) Compose an answer or explanation to present to 
the rest of the class. 


1. 


In Chapter 7, you learned how to create flash cards or index cards to study terminology and lists of 
information. In this chapter, you learned about using word clues, word structure clues, and context 
clues to unlock the meanings of unfamiliar words. What principles of memory do you actively use 
when striving to improve your vocabulary with the above strategies? 


When you read a paragraph carefully and then return to the paragraph to identify the main idea, 
which principles of memory are you most actively using? 


. Identify specific reading comprehension strategies that are well-suited to auditory learners. Explain 


how these strategies capitalize on auditory learners’ strengths. 


. Identify specific reading comprehension strategies that are well-suited for visual learners. Explain 


how these strategies capitalize on the visual learners’ strengths. 


. Explain which principles of memory are actively used when identifying and drawing the organiza- 


tional patterns used in a paragraph to develop the supporting details. 
/ 


Reflection Writing 2 CHAPTER 8 


On a separate piece of paper or in a journal, discuss the comprehension strategies in this 
chapter that address some of the difficulties you have encountered with reading compre- 
hension in some of your courses. If you completed the Collaborative Learning Activity on 
page 198, refer to some of the problems you brainstormed with the members of your group. 
In your reflective writing, name specific strategies and how they will help you in specific 
courses. 
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ating Your Textbooks 
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An effective reader of textbooks must know how to identify and mark the infor- 
mation that he or she needs to learn. Annotating is the active learning process 
of marking textbooks to show the main ideas and supporting details, plus the 
sequence and relationships of ideas that appear in paragraphs. The primary 
goals of annotating are to interact with the printed text, analyze the contents of 
each paragraph, simplify the structure of the paragraph by selectively identify- 
ing the key elements of each paragraph, and create comprehensive understand- 
ing of the contents. Annotating reduces the amount of information that you 
need to study. When it is time to review textbook information for an upcoming 
test, your study time should be spent on focusing on the information that you 
marked, not on rereading entire chapters. In the long run, annotating saves you 
time, promotes critical thinking about what you are reading, and improves 
comprehension. Annotating a textbook involves the following active learning 
strategies. 


Annotating a Textbook 


1. Highlight the complete topic sentence, which states the main idea. 

. Selectively highlight key words or phrases that support the topic sentence. 

. Circle terminology that you need to be able to define. 

. Enumerate steps or lists of information. a 

. Make marginal notes to emphasize important ideas and integrate information. 
. Use your annotations as guides for studying and reviewing. 


OoP OND 


Highlight the Topic Highlighting involves the use of light-colored highlighter pens to mark the 
Sentence important information to learn. Selectivity is essential. Overmarking a para- 
SSR graph defeats the purpose of highlighting. Strive to highlight 30-40 percent of 
the paragraph. Some students prefer to underline important information with 
a pencil or a pen; however, highlighting is recommended because the colors 
clearly separate the important information from the less important. 

After you have read a paragraph, find the topic sentence—the main idea— 
and underline it completely. When you study, a clearly marked topic sentence 
helps you keep your focus on the author's main point. This is the only sentence 
in a paragraph that you should completely underline or highlight. Remember 
that the main idea or topic sentence must serve as an “umbrella sentence.” It 
must be broad enough that all the other information in the paragraph “fits” 
under this sentence. Notice how the main ideas underlined in the following pas- 
sage capture the main point of each paragraph. 


Networking) In the job-getting process, networking refers to developing 


a_group of acquaintances who might provide job leads and career ™~< 
guidance. The term has been used so much recently that it has per- 


haps become a buzzword, but it is still an important job-getting tool. 
Everyone—from the most recent college graduate to the president of a 


Fortune 500 firm—has a network on which to draw in searching for a job. 


Your initial network might include friends, family, professors, former 
employers, social acquaintances, college alumni, your dentist, family 


doctor, insurance agent, local business people, your minister or rabbi—in 
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short, everyone you know who might be able to help. Ideally, your net- 
work will combine both personal and professional connections. That's 


one benefit of belonging to professional associations, and college isn't 
too early to start. Most professional organizations either have student 
chapters of their associations or provide reduced-rate student mem- 
berships in the parent organization. 


Ober, Scot. Contemporary Business Communication, 3e, p. 557. 


Highlight Key Words By finding the topic sentence, you know the main idea or main point of the para- 

or Phrases graph. Now you need to identify the important details that support this topic 

i=! sentence. If you were asked to explain the topic sentence or “prove” the point 
made in it, which key words, phrases, definitions, facts, statistics, or examples 
would you use in your explanation? Locate these supporting details or key 
words and mark them. The following suggestions will refine your marking: 


1. You can skip over words such as to, and, with, 
also, and in addition because they are not key 
words. 


2. If a key word is used several times, you only 
need to mark it once. 


3. As you are looking for key words, take note of 
lists, bullets (dashes or dots), and marginal 
notes. All these may indicate important sup- 
porting details. 


Once you identify specific supporting details, 
ask yourself whether the details are important. 
Some details, such as extended explanations of 

' “_ “aa” examples, help you understand a concept but are 
How does the use of different colors in studying not details you are expected to know. Selectivity is 
ae ery ck ere ce ene PCat TNC TONEY, 2 essential so that you do not highlight too much 
unnecessary information. Because you are select- 
ing details that will serve as triggers or associations for your memory, you may 
select key words or phrases that other students may not feel are necessary. As 
long as you are targeting the essential details, do not be concerned if your high- 

lighting is not exactly the same as another student's highlighting. 
Notice which supporting details are underlined in the following example. 

Are these the same details you would choose to underline? 


Global politics, then, has many kinds of issues. Some, such as U.S.— 
Russian arms negotiations or Syrian—Israeli peace negotiations, involve 
the quest for security. Others, such as negotiations on trade barriers, 


focus on economic questions. Still others, such as controversies about 


acid rain, are about threats to the environment. In other words, the enor- 
mous range of issues in global politics covers diverse topics. Increasingly, 


the global agenda is attracting nontraditional issues that either produce 
cooperation or necessitate collaboration if disaster is to be avoided. 


Mansbach, The Global Puzzle, p. 19. 


Most paragraphs that you read will have a topic sentence and supporting 
details. However, on occasion you may encounter a paragraph that does not 
seem to have any new information. This may be a transition paragraph; the 
information in it does not need to be marked. Transition paragraphs 
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Circle Terminology 


Enumerate Steps or 


Lists of Information 
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H are designed to help ideas from one paragraph flow smoothly into the next 
paragraph. 

@ are usually short. 

do not contain strong main ideas or new details. 


If the paragraph you are reading is more than a few sentences long and con- 
tains new terminology or new ideas, it is not a transition paragraph. Do not skip 
over it; read more carefully to find the important information to highlight. 


More than 60 percent of most test questions are based directly on knowing and 
understanding specialized terminology (vocabulary words). For this reason, it 
is important to identify and mark the terms you need to define. Words that are 
underlined or printed in bold, italic, or colored print are usually terms to know. 
Circle key terms to make them stand out. Then mark the main points of the term’s 
definitions. Use word clues, punctuation clues, and context clues to identify the 
definitions of course-specific terminology. 

In the following example, notice how the main idea is completely under- 
lined, terminology is circled, and only key words or phrases in the definitions 
are underlined. (The examples will show underlining; however, in your work 
you may prefer to highlight this information rather than underline.) As an 
optional way to highlight terminology and definitions, consider using a differ- 
ent color to highlight terminology and definitions; color coding in this manner 
helps separate terminology and definitions from the other kinds of supporting 
details. If you later create flash cards or index cards as study tools for the vocab- 
ulary terms to know, you can quickly identify key terms and key words in the 
definitions to transfer to your index cards. 


Decisional Roles As you might suspect, a(ecisional role) is one 
that involves various aspects of management decision making. The deci- 
sional role can be subdivided into the following four specific managerial 


roles. In the role of the manager is the voluntary initiator of 


change. For example, a manager for Coca-Cola who develops a new strat- 
egy or expands the sales force into a new market is playing the entrepre- 


neur’s role. A second role is that of(disturbance handler) A manager who 
settles a strike is handling a disturbance. Third, the manager also occa- 


sionally plays the role of €esource allocator) In this role, the manager 


might have to decide which departmental budgets to cut and which 


expenditure requests to approve. The fourth role is that of 
Being a negotiator might involve settling a dispute between a manager 
and a worker assigned to the manager's work group. 


Pride, Business, p. 196. 


~ 


A paragraph that has a topic sentence that uses words such as kinds of, reasons, 
advantages, causes, effects, ways, or steps often has a list of supporting details. 
Ordinals, or “number words,” such as first, second, or third, May point you in 
the direction of individual details. Use a pen to write the numerals Gls 23)ron 
top of the ordinals. Also watch for words such as next, another and finally, which 
are place holder words used to replace ordinals. Read carefully and write a 
new numeral on these words as well. 

Sometimes ordinals are not used. A clue may be given, however, as to the 
number of details you should find. For example, saying that there are “five rea- 
sons” for something lets you know that you should find five details. You can 
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1. envir. protection 


then number these details clearly. With a pen, write / where the first item in the 
list is discussed, write 2 where the second item is discussed, and so on, until 
each supporting detail is numbered. Your final number of details should match 
the original clue (in this case, five reasons). 

In the following example, notice how the main ideas (topic sentences) are 
completely underlined, key words of supporting details are underlined, and 
numbers are added to show lists of items. Brief notes in the margins summarize 
the information. 


Consumerism 


(Consumerism) consists of all activities undertaken to protect the rights of 


2. product performance 


3. info disclosure 


Consumer rights = 
|. Safety 


2. Informed 

3. Choice 

4, Be heard 

5. Consumer educ. 


6. Courteous service 


consumers. The fundamental issues pursued by the consumer move- 
ment fall into three categories: etic tal protection, crecties per- 
formance and safety, and Piano disclosure. Although consumerism 
has been with us to some extent since the early nineteenth century, the 
consumer movement became stronger in the 1960s. It was then that 
President John F. Kennedy declared that the consumer was entitled to a 
new “bill of rights.” 

The Six Basic Rights of Consumers 

President Kennedy’s consumer bill of rights asserted that consumers 


@) 2) 6) @ 
have a right to safety, to be informed, to choose, and to be heard. Two 


additional rights added in the last decade are the right to consumer edu- 


© 
cation and to courteous service. These six rights are the basis of much of 


the consumer-oriented legislation that has been passed during the last 
forty years. These rights also provide an effective outline of the objectives 


and accomplishments of the consumer movement. 
Pride/Hughes/Kapoor, Business, p. 50. 


Summary Chart: Signals Used to Guide Numbering in Notes 


kinds of, reasons, advantages, causes, 
effects, ways, steps... 


Topic Sentence Words: 


Ordinals: first, second, third... 


Place Holders: next, also, another, finally... 


Number Word Clues: five reasons, four ways, six steps. . . 


Enumerating serves as a memory device, for it is easier to remember a fixed 
quantity of items than it is an unknown quantity of items. (For example, you are 
more likely to recall Five Theories of Forgetting than theories of forgetting.) 


In Chapter 7, page 184, you learned that marginal notes can include the follow- 
ing information: lists of key points, key words or terminology, short definitions, 
personal comments, questions to ask in class, study questions, and diagrams or 
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pictures. To work effectively, marginal notes must be brief to avoid cluttering 
the margins with difficult-to-read notes. 
Use the following marking guidelines to create effective marginal notes. 


1. When you encounter several sentences or a complete paragraph that is 
densely written with significant supporting details, rather than overmark 
the text or clutter the margins with too many details, you can use brackets 
next to the paragraph to draw your attention to that section of information. 
In the margins, use an abbreviation to indicate the content of the infor- 
mation you placed in brackets. You can create your own system of abbre- 
viations, or you can use the following common abbreviations to label the 
content of brackets: 


EX. example or examples DEF. lengthy definition 


IMP. important to reread REL. relationship between two items 
RE. reasons why... ? information you do not understand 
DIFF. differences SUM. summary 


The following example demonstrates the use of brackets and abbreviations. 
Feminism 
Around 1910 some of those concerned with women's place in society 
began using anew term, €eminism)to refer to their ideas. Whereas mem- 
Benes Gora ateis ye RERE aL me ecrnlly nt iucy anaimmeelpumee 

DIFF. more explicitly conscious of their identity as women— 
emphasized rights and self-development. Feminism, however, contained 
an inherent contradiction. “ the one hand feminists argued that all 
women should unite in the struggle for rights because of their shared dis- 
advantages as women. On the he ees insisted that sex-typing— 


treating women differently than men—must end because it resulted in 


discrimination. Thus feminists advocated the contradictory position that 


IMP women should unite as a gender group for the purpose of abolishing all 
gender-based distinctions. 


Feminism focused primarily on economic and_ sexual independence. 
Charlotte Perkins Gilman articulated feminist goals in Women and 


Economics (1898), declaring that domesticity and female innocence 
were obsolete and attacking the male monopoly on economic opportu- 
nity. Gilman argued that modern women must take jobs in industry and 
SUM, the professions and that paid employees should handle domestic chores 


such as cooking, cleaning, and childcare. 


Norton, A People and a Nation, p. 616. 
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2. Use the margins to define or draw your attention to unfamiliar terms that 
are not course-specific terminology. Strive to increase your vocabulary 
each time you encounter an unfamiliar word. Take the time and make the 
effort to learn more about the words and add them to your working vocab- 
ulary. Recall from earlier in the chapter that you can use word clues, word 
structure clues, context clues, and dictionaries to unlock the meanings of 
unfamiliar words. You can substitute familiar words for the unfamiliar 
words to increase your comprehension. As with course-specific terminol- 
ogy, you can circle and define unfamiliar words in the margins. At some 
later time, on a test or in another context, you may encounter the new 


words once again, but the words will then no longer be unfamiliar. 
The (roracious)appetite of English mills caused a fneteorid)rise in cotton 
production... . From 1800 until the Civil War, British demand for cotton 
multiplied rapidly, and southern planters rushed to increase their 
acreage. Despite occasional periods of low prices, the demand for cotton 
surged ahead every decade. Southerners with capital bought more land 
and more slaves and planted ever more cotton. Cotton growers boosted 
production so successfully that by 1825 the South was the world’s domi- 
nant supplier of cotton; by the 1850s the South was the source of over 70 


percent of all the cotton that Britain imported. 


Thus the South—the Old South before the Civil War— 


became primarily a cotton South. Large amounts of tobacco and 
hemp continued to be grown in the Upper South, and rice and sugar 
were important crops in certain coastal areas, especially in South 
Carolina, Georgia, and Louisiana. Thousands of southerners grew 
only food crops, but cotton was the largest and most widespread cash 
crop, and the wealth it generated shaped the society and fueled the 
South's hunger for new territory. 


Norton, A People and a Nation, p. 288. 


3. Creating marginal notes is one of many options for notetaking. As you have 
seen, marginal notes may be used in addition to highlighting and enumer- 
ating. For textbooks that are not complex and do not contain extensive sup- 
porting details, you may use marginal notetaking as your primary method 


to record important information. 


The process of annotating your textbook is only the beginning step in learning. 
You must now use these markings, highlighted topic sentences and key words, 
circled terminology, numbered steps or lists, and marginal notes, to help you 
learn important information. Studying from your annotations may be done as 
a warm-up activity at the beginning of a study block, or as an immediate or 


ongoing review activity. 


How to Use Annotations 


1. Reread only the marked information. 
2. String together the marked information to make sentences. 
3. Recite using your own words. 
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Read what you have highlighted; include any numbering that you added. Do not 
let yourself reread the information that is not marked. Review these notes 
slowly to allow time for your mind to absorb, connect, and associate the infor- 
mation. You may want to read out loud to help your concentration and increase 
your comprehension. During this step, your reading will sound broken or frag- 
mented. However, you will be reading all the main ideas and the key words of 
selected details. 


Look at the marked information again. Instead of just reading, string the words, 
phrases, and sentences together by using some of your own words to connect 
the ideas in full sentences. As you begin stringing ideas together, include the 
main idea and the important supporting details. Include any marginal notes. 
This is an ideal time to turn on a tape recorder if you would benefit from having 
a review tape to use for studying. In addition to verbalizing the ideas, you can 
practice picturing or visualizing the information in the paragraph. Practice 
stringing the ideas together in your own words helps you personalize what you 
are reading. You are, in fact, converting textbook language into your own, more 
common form of language. In doing so, you practice expressing information in 
a more familiar form of language—your own. 


After you have practiced stringing ideas together, you are ready to try reciting 
the same information out loud in full sentences and without looking. You will 
be paraphrasing, putting the information in your own words. If you were to 
recite word for word exactly as it was printed in the book, you would be empha- 
sizing rote memory, a type of memory that is not as effective as thorough learn- 
ing. After you have recited from memory, look back at your book to check your 
accuracy. Use your marginal notes and other markings as feedback to accuracy. 
If you made some mistakes, practice saying the information correctly. 

Reciting reinforces the information you are learning and imprints the infor- 
mation more firmly in your long-term memory. As you remember, reciting is a 
principle of memory. It is powerful and it works! If you are an auditory learner, 
turn on a tape recorder while you are reciting. By recording yourself para- 
phrasing what you have read, you will create an excellent study tape that you 
can listen to for reviewing. 


®B EXERCISE 8.8 Practicing Annotating Your Textbook 


Your instructor may ask you to return to one or more of the following exercises to 
practice your annotation skills. If your instructor does not assign this exercise, 
return to the following excerpts for independent practice. Use the annotation 
suggestions in the box on page 216 to mark these excerpts. Remember that 
annotating a textbook is an individualized approach to comprehension, so your 
annotations will not be identical to those of another student. Also, remember to 


be selective. 


Exercise 7.5, page 185, Surveying, Questioning, Reading, and Recording 
Exercise 8.1, page 203, Rereading, Verbalizing, and Visualizing 

Exercise 8.2, page 204, Defining Words 

Exercise 8.3, page 205, Substituting Common or Familiar Words 
Exercise 8.4, pages 208-209, Identifying Main Ideas and Topic Sentences 
Exercise 8.5, page 213, Converting Words to Visual Forms 
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This chapter has shown you an array of reading comprehension and critical 
thinking skills that will help you learn from your textbooks more effectively. It 
is important to understand that improving your comprehension and critical 
thinking skills requires ongoing practice with a variety of textbooks. Writing 
summaries is a final study skills strategy for increasing your understanding and 
memory of important textbook information. 

Summaries are paragraphs that present only the highlights of the informa- 
tion you read. A summary will definitely include the main ideas. A summary 
should briefly mention (summarize) the most important supporting details. 
Not all details will be expanded in depth. Minor details, such as examples 
that were used to develop a point, do not need to be included in the summary. 
Too many minor details will not result in a concise summary. Too few details 
will not provide you with much information when you later want to use your 
summary to review the information or prepare for a test. 

Summary writing is valuable for several reasons: 


1. Many students learn and remember information more readily if they have 
the opportunity to write it or type it on a computer. 


2. Individuals with strong visual print memories can more readily recall the 
information when they see it in a shortened or condensed form. 


3. Students who have difficulty expressing ideas on paper, especially during 
essay tests, have the opportunity to practice organizing and expressing 
ideas on paper before the test. 


4. Summary writing has many of the same values as reciting. If you can 
express the information in your own words in a logical, clear manner, you 
know it. 

5. Summaries with the main ideas and most important supporting details are 
excellent study tools to use for ongoing review of previously discussed 
chapters and for test preparation. 


There are many methods that you may find helpful for structuring your 
summaries. Three common methods shown below are excellent choices to 
begin the practice of writing summaries. 


Methods for Writing Summaries 


ecord on paper the same information that you speak when you “string ideas 
_ together.” 

2. Develop a chapter mapping. Use the mapping to guide your summary writing. 

ech ter outlines to guide the structure of your summary. 


When you string together highlighted information, you are basically creat- 
ing a verbal summary. This same information, when written on paper, be- 
comes a written summary. This summary should state the main ideas and 
connect the important supporting details by using some of your own words. 
Following is a written summary for the “Decisional Roles” passage (page 218). 


A decisional role is one that involves various aspects of management 
decision making. There are four specific managerial roles that are part 
of the decisional role. The first is the role of the entrepreneur where 
the manager becomes the voluntary initiator of change. The second 
decisional role is that of a disturbance handler in which the manage! 
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deals with specific kinds of disturbances. The third role is the resource 
allocator. The manager in this role makes decisions regarding budget 
expenditures to approve. The fourth role is that of negotiator, the 
manager assumes the role of settling disputes. 


Chapter mappings are visual pictures of the topic of the chapter, its main points 
(headings), and important subpoints (subheadings). After a chapter mapping 
has been developed, write your summary by discussing each of the branches 
that stem from the center of the mapping. Your mapping will only show key 
words, so you will need to use your own words to string the words together into 
meaningful, organized sentences. In most cases, each heading can be written as 
a paragraph. Your summary of a chapter will consist of several paragraphs. 


Some textbooks include chapter summaries that can become the “skeleton” or 
the structure for summary writing. If the chapter summary is written as a list of 
important points, expand the list with additional details. Look for meaningful 
ways to combine the chapter summary points into full paragraphs. 

You can also use the table of contents or any chapter outlines presented in 
the introductory materials of a chapter. If the textbook does not give a chapter 
outline, you can create your own outline by listing the main headings on paper. 
Then list the subheadings under each main heading. You may add one or more 
additional levels of information to include some of the key supporting details of 
the chapter. (See Chapter 11 for more information about outlines.) Use this out- 
line to guide your summary writing. Include each point in the order in which it 
is presented. Add your own words so the information flows together smoothly. 
For this chapter, the outline would look like this: 


Chapter 8: Strengthening Comprehension and Critical Thinking Skills 
I. Active Reading and Thinking 
A. Active Readers 
B. Active Thinkers 
II. Understanding What You Read 
. Reread, Verbalize, and Visualize 
. Use Clues in Words and Sentences to Understand Unfamiliar Words 
. Substitute Familiar Words for Unfamiliar Words 
. Use the Natural Flow or Progression of Information 
. Identify Main Ideas 
Identify Organizational Patterns 


@) is! esl ls) ey les 


. Draw a Picture of the Paragraph 

III. Annotating Your Textbook 

Highlight the Topic Sentence 

Highlight Key Words or Phrases 

Circle Terminology 

Enumerate Steps or Lists of Information 
Make Marginal Notes 


Ties Ge Ue 


Use Your Annotations to Study and Review 
IV. Writing Summaries 
A. Write Summaries from Stringing Ideas 
B. Write Summaries from Chapter Mappings 
C. Write Summaries from Chapter Outlines 
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CHAPTER 8 


On a separate piece of paper or in a journal, do the following: 


Compare the way you previously read a textbook chapter to the way you plan to read a 
textbook chapter now that you have learned new textbook-reading strategies. You may 
write your response in paragraph form or in the form of a comparison chart. 


SUMMARY 


HM Active learning requires active reading and 


active thinking skills. Active reading moves you 
beyond simply reading the words printed on 
the page. Active thinking, also known as critical 
thinking, promotes comprehension and lays a 
foundation for future learning. 


You can unlock the meaning of text by using 
seven different reading strategies: 


1. Reread, verbalize, and visualize. 

2. Use punctuation clues, word clues, word 
structure clues (prefixes, suffixes, word 
bases, and roots), and context clues (syno- 
nyms, antonyms, contrast, and comparisons/ 
analogies) to learn meanings of unfamiliar 
words. 

3. Substitute familiar words for unfamiliar 
words. 

4. Use the natural flow or progression of infor- 
mation. 

5. Identify main ideas, which appear in topic 
sentences. These “umbrella sentences” may 
be found anywhere in paragraphs, although 
they are commonly the first sentence. Main 
ideas that are not stated are called implied 
main ideas. 

6. Identify the organizational pattern or pat- 
terns used for the supporting details. Five 
common organizational patterns appear in 
many college textbooks: chronological, 
comparison or contrast, definition, exam- 
ples, and cause/effect. 

7. Draw a picture of the paragraph. 


@ Annotating textbooks is an active learning 


process that involves marking significant infor- 
mation that needs to be learned. Annotating 
reduces the amount of information to study 
and learn. 


Six active learning strategies can be used to 
annotate a textbook: 


1. Highlight the complete topic sentence that 
states the main idea. 

2. Selectively highlight key words or phrases 
that support the topic sentence. 

3. Circle terminology that you need to know 
how to define. 

4. Enumerate steps or lists of information by 
using ordinals, place holders, and number 
word clues. 

5. Make marginal notes to emphasize impor- 
tant ideas and integrate information. 

6. Use your annotations as guides for studying 
and reviewing. Reread the markings, string 
together the marked information, and then 
recite the information in your own words to 
personalize and internalize the information. 


Summaries are paragraphs that present the 
main ideas and a selective number of key sup- 
porting details. The structure of asummary can 
be based on the verbal information that you say 
when you string ideas together, chapter map- 
pings, or chapter outlines. 


fm) ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 
links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 
If you are working on your own computer, bookmark this web site. 
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LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 8. Your instructor may assign one or 
more specific options or may ask you to select one or more options that interest 
you the most. 


1. 


Expand the Chapter 8 mapping on page 195. Copy this structure on a blank piece of paper. Reread the 
information under each heading in your textbook. Extend branches on the mapping to show impor- 
tant key words or phrases for each heading. (See Chapter 11 for additional information.) You can add 
pictures and colors to your mapping to accentuate the points. 


. Copy any five pages from a textbook for another class. Use annotations on the pages to show effective 


use of underlining, circling, and marginal notes. 


. Use the Internet to locate informative web sites for the topic of reading comprehension, textbook read- 


ing skills, or critical thinking skills. Prepare a short presentation or a written summary of the most sig- 
nificant information. Include a list of the web site addresses and a short description of each web site 
content; this may be copied for the class. 


. Annotate Chapter 8. Use your annotations to create a study tape for Chapter 8. 
. Form a study group with three or more students to meet outside class to review the content of this 


chapter. Work together to complete any of the exercises that were not assigned in class. Write a sum- 
mary paper that discusses the highlights of your study group. 


. Write a set of goals for yourself that identifies the active reading and active thinking strategies you will 


strive to incorporate in your study routine each time you begin reading a new chapter in one of your 
textbooks. 


. Use the chapter outline or the chapter visual mapping to write a summary for this chapter. Use 


paragraph form in your summary. Then, use a highlighter to mark those skills mentioned in your 
summary that are especially significant for you to master to increase your textbook reading and 
studying success. 
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Cuapter 8 REVIEW QUESTIONS 
Multiple Choice 


Choose the best answer for each of the following questions. Write the letter of the 
best answer on the line. 


1. 


Which of the following is not true about writing summaries? 

a. Summaries reflect the information that you highlighted in a paragraph. 

b. Summaries must be presented in the form of short lists or categories. 

c. Summaries include some textbook wording and some of your own wording. 
d. Summaries show topic sentences and the supporting details of a paragraph. 


Which of the following is not true about annotating in a textbook? 

a. It should be done only for textbooks that are difficult to read. 

b. It uses selectivity to reduce the amount of information that a student needs to study. 
c. It reduces overall reading time so more time can be devoted to the process of learning. 
d. It can include highlighting, underlining, or making marginal notes. 


When you identify important supporting details in a paragraph, you 
a. need to completely underline or highlight the sentence they are in. 
b. select key words or phrases to highlight. 

c.’ list each of the details in alphabetical order in the margins. 

d. make a mental note to yourself that they support the main idea. 


Supporting details 

a. can be words, phrases, definitions, or facts that support the topic sentence. 
b. can sometimes be marked in the text with the use of bullets. 

c. that are words you will need to define should be circled. 

d. All of the above 


When careful highlighting and marking are used in a textbook, 

a. every single paragraph will have important information marked. 

b. approximately 80 percent of the paragraphs should be underlined or highlighted. 
c. transitional paragraphs are the only paragraphs that will not be marked. 

d. all important supporting details will be circled. 


If a topic sentence states, “Six strategies can be used to strengthen your vocabulary,” 
the reader 

a. should add numbers to his or her marking to indicate each strategy. 

b. should watch for ordinals and use the ordinals to number each strategy. 

c. needs to be aware of the use of “place holders” that replace ordinals. 


d. All of the above 


After the important information in a chapter has been highlighted, the 

a. student then needs to practice rereading the highlighted information out loud. 
b. student has learned the information and can begin the next chapter. 

c. highlighted information needs to be reread, strung together, and recited. 

d. highlighted information needs to be copied in an outline form. 


When highlighted information is “strung together,” the student 

a. connects the marked words by adding his or her own words or sentences. 

b. rereads aloud all of the information that was highlighted. 

c. writes the information in phrases on paper in the same order they were found in 
the book. 

d. connects all of the topic sentences together so they appear one right after another. 


228 


UNIT THREE _ Developing Effective Textbook Reading Strategies 


9. Paraphrasing 


c 
d 


is a process that students should use to promote rote memory. 


. involves restating information in your own words. 


. involves repeating information in the exact words that were given in the textbook. 


. All of the above 


10. Since many students find that writing reinforces the learning of information, 


a. 


b. 


c 
d. 


paper. 


short notes and lists of information can be written in the margins of the book. 
the highlighted or underlined information can be transferred to notes on notebook 


. ideas can be strung together verbally and then written in the form of a summary. 
All of the above 


Annotating a Textbook Passage 


Annotate the following passage by highlighting main ideas and important sup- 
porting details. Mark the text in whatever other ways seem appropriate. Create 
meaningful marginal notes. 


Role of Concentration Undoubtedly one of the most difficult tasks we have to 
perform as listeners is concentration. Motivation plays an important role in 
activating this skill. For example, if you really want to listen to a speaker, this 
desire will put you in a better frame of mind for concentrating than will antici- 
pating that the speaker will be boring. 

Two other factors that affect listening concentration are interest level and 
difficulty of the message. Some messages may be boring, but if you need to get 
the information, careful concentration is imperative. You also may find the 
information so difficult that you tune out. Again, if it is imperative for you to 
understand the ideas, then you have to force yourself to figure out what you do 
not understand and find a way of grasping the meaning. 

We can think three to four times faster than the normal conversation rate of 
125 to 150 words per minute. And because we can receive messages much more 
quickly than the other person can talk, we tend to tune in and tune out through- 
out a message. The brain operates much like a computer: it turns off, recycles 
itself, and turns back on to avoid information overload. It is no wonder, then, 
that our attention fluctuates even when we are actively involved as listeners. A 
slight gap in your listening at times is a natural part of the listening process. 
When you tune out, the major danger is that you may daydream rather than 
quickly turn back to the message. But by taking notes or forcing yourself to 
paraphrase, you can avoid this difficulty. 

Concentration also requires the listener to control for distractions. Rather 
than attempting to dismiss a whole list of things that you have to attend, control 
your concentration by mentally setting these other issues aside for the moment 
to give the speaker your full attention. It takes mental and physical energy to do 
this, but concentration is the key to successful listening. ’ 


Adapted from Berko, Communicating, pp. 89-90. 
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five R’s of the Cornell 
system 

record 

reduce 

recall column 

recite 

feedback 

reflect 

immediate review 

ongoing review 

Maslow’s Hierarchy of __ 


Using 
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physiological needs — 

Making safetyneeds 
Cornell Notes socialneeds _ 


esteem needs 
self-realization 
needs 

encoding 
acoustic codes 
visual codes 
semantic codes 
storage 
retrieval 


for Textbooks 


Combining 
Cornell Notetaking 
and SQ4R 


Effective notetaking is an essential skill for college students. By using the five-step 
Cornell notetaking system (record, reduce, recite, reflect, and review), you can take 
effective notes for textbook and lecture information. You can integrate the Cornell 
system into the SQ4R reading system; the result is a powerful textbook reading and 
notetaking system you can use for greater academic success. 
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| CHAPTER 9 Cornell Notes Profile 
OT 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the Profile 
for Chapter 1 on page 2. 

ONLINE: You can complete the profile aid get your score online at this 
textbook’s web site. 


YES NO 
1. I take notes only on the front side of my notebook paper. 
2. Ispend little time studying from my notes. 


3. Iam selective when I take notes; I write down only the important ideas and 
details. 


. I take time to study and interpret graphs and charts. 
I leave a double space in my notes before I begin a new heading. 
. After I take notes on a paragraph, I recite what I wrote before moving on. 


My notes summarize important charts, graphs, or pictures in the textbook. 


. I practice reciting new information by using a special column with study 
questions or terminology to define. 


9. I take time to think about and reflect on the information in the chapter. 


10. I plan time each week to review information that I learned in previous 
weeks. 


a] Reflection Writing1 _ : ae CHAPTER 9 
On a separate piece of paper or in a journal, do the following: 


1. Discuss your profile score for this chapter. What was your score? What does it mean 
to you? 


2. Discuss the effectiveness of your current notetaking system. Do you understand your 
notes when you study from them later? Do you have sufficient details in your notes? 
Are they organized neatly and logically? 
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Preparing for Notetaking 


This chapter introduces the powerful five-step Cornell notetaking system, 
which you can use for taking notes from both textbooks and lectures. The 
strength of the system is in its steps; if you choose to eliminate any one step, you 
weaken the system. This notetaking system was designed by Dr. Walter Pauk at 
Cornell University more than forty-five years ago when he recognized students’ 
need to learn how to take more effective notes. Many college and university 
teachers consider this the most effective notetaking system for college students. 


Effective notetaking is important for several reasons: 


1. You become an active learner when you seek out important information 
and write it down. 


2. You focus on organizing the information logically. 


3. You select the important information and reduce it to a form that is easy to 
study and review. 


4. You have reduced notes to use for continual review throughout the term. 
Setting up your paper 


/ To begin, you need notebook paper with a two-and-one-half-inch margin 
down the left side. Many bookstores now carry Cornell notebook paper with this 
larger margin or a spiral “law notebook” with perforated Cornell-style pages. If 
you are not able to find the Cornell notebook paper for your three-ring note- 
book, draw a margin on the front side of regular notebook paper. All your note- 
taking is done on the front side only; the back of the paper is used for other pur- 
poses. 

At the top of the first page, write the course name, chapter number, and 
date. For all the following pages, just write the chapter number and the page 
number of your notes. Later you may want to remove your notes from your 
notebook; having the pages numbered prevents disorganization. 


S Exercise 9.1 Creating a Sample Set of Notes 


On your own paper, use your usual form of notetaking to take a set of notes on 
the information in the following excerpt. Save these notes for use later in the 
chapter. 


Chronemics: Time as Communication 


You communicate to yourself and others by the way you use time. The way people 
handle and structure their time is known as chronemics. “Each of us is born into and 
raised in a particular time world—an environment with its own rhythm to which we 
entrain ourselves.” Time, aS a communication tool, is sometimes greatly misunder- 
stood. Only within certain societies, for example, is precise time of great significance. 
Some cultures relate to time as a circular phenomenon in which there is no pressure or 
anxiety about the future. Existence follows the cycle of the seasons of planting and 
harvesting, the daily rising and setting of the sun, birth and death. In circular time, 
there is no pressing need to achieve or create newness, or to produce more than is 
needed to survive. Nor is there fear of death. Such societies have successfully inte- 
grated the past and future into a peaceful sense of the present. Many Native Americans 
have been raised with this cultural attitude toward time. 
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Other societies operate on linear time, centered primarily on the future. These soci- 
eties focus on the factual and technical information needed to fulfill impending 
demands. In most of Western Europe, North America, and Japan, punctuality is con- 
sidered good manneI!rs.... 


Time has become a critical factor in the U.S. workplace. Throughout a person's career, 
punctuality is often used as a measure of effectiveness. A person who arrives late for 
a job interview probably will have difficulty overcoming such a negative first im- 
pression, and employees who arrive late or leave early may be reprimanded and even 
dismissed. 


Time is culture based. European Americans, Euro-Canadians, and Western Euro- 
peans, in general, are clock bound; African, Latin American, and some Asian Pacific 
cultures are not clock bound. Time is based on personal systems. European Americans 
traveling abroad often are irritated by the seeming lack of concern for time commit- 
ments among residents of some countries. In Mexico and Central America, tours may 
be late; guides may fail to indicate the correct arrival and departure times. Yet in other 
places, such as Switzerland, travelers can set their watch by the promptness of the 
trains. Businesspeople may get confused over what “on time” means as they meet 
those from other cultures. “In Britain and North America one may be 5 minutes late for 
a business appointment, but not 15 minutes and certainly not 30 minutes late, which 
is perfectly normal in Arab countries.” In Latin America one is expected to arrive late 
to an appointment. This same tardiness for Germans or European Americans would 
be perceived as rudeness... . 


In cultures that value promptness, one of the questions raised about time centers on 
the person who is constantly late. What does habitual tardiness reveal about the per- 
son? Chronic lateness, in a formal time culture, may be deeply rooted in a person's psy- 
che. Compulsive tardiness is rewarding on some level. A key emotional conflict for the 
chronically late person involves his or her need to feel special. Such a person may not 
gain enough recognition in other ways; people must be special in some way, so the 
person is special by being late. Other reasons include needs for punishment, power, or 
as an expression of hostility. Tardiness can be a sign that a person wants to avoid 
something or that the activity or person to be met is not important enough to warrant 
the effort to be on time. Procrastinators are often not valued in a linear time-focused 
culture. 


Adapted from: Berko, Wolvin, Wolvin, Communicating, pp. 61-62. 
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Using the Five R’s of Cornell 
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\ 


The goal of notetaking is to take notes that are so accurate and so detailed that 
you do not need to go back to the book to study. Your studying, your learning, can 


take place by working with your notes as you use the five R’s of the Cornell sys- 
tem: record, reduce, recite, reflect, and review. 


The Five R's of Cornell 


1. Record your notes in the right column. 

2. Reduce your notes into the recall column on the left. 
3. Recite out loud from the recall column. 

4. Reflect on the information that you are studying. 

5. Review your notes immediately and regularly. 
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Step One: Record 
iii Cin 


Do not write 
in this 
column yet. 


Suggestions for Recording Your Notes 
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The wider right column is for your notes. In this first step—record—read each 
paragraph carefully, decide what information is important, and then record 
that information on your paper. Your notes should be a reduced version of the 
textbook. Be selective, or you will wind up wasting your notetaking time and 
your studying time. 

Headings and subheadings provide organization or structure in textbooks. 
They can also help you organize and structure your notes. Use these headings 
and the following suggestions for the first R of Cornell. 


1. On the top of the right column, write “Intro.” 
Read the introduction to the chapter carefully. 
Select what you consider to be the most impor- 


Chapter # 
Date 


ae poet aint tant points. Write them in your notes. 
3 DRporet pen Z Leave a space between the notes from the intro- 
3 I poteane point duction and the next section of notes. 
i Poerent pont 3. Copy the first heading from the book into your 

} notes. Underline this heading. If headings or sub- 
: headings are not given, create your own. Do not 
Pirst Heading number headings. é 

e—<—— 4. Read the first paragraph in the book. Identify the 
= important points. Number these points, and write 


—minor Supe Fa 2: 
detail 


—minor supporting 


them in your notes. 

If one of the points has important supporting 
details or examples, indent and use dashes or 
stars to show these details. 


detail 


4. 


ie 


Second Heading 7 


2. See diagram on page # +«———8. When you encounter important graphs or charts 


6. Continue through the book, paragraph by para- 
graph. Take notes on important main ideas and 
supporting details. 

. When you finish one section, leave a double space 
before you begin a new heading. 


in the textbook, you can copy the basic chart in 
your notes, or you can write a reminder in your 
notes to refer back to that page when you are 
studying. 

9. Continue through the chapter, taking detailed 
notes for the entire chapter. 


10. Include a summary or conclusion. = 


Take Notes on the Introduction The introduction often provides a brief 
overview of the content of the chapter. By listing the key ideas in your notes, you 
will be able to see later whether you understood and captured all the key points. 


Leave Spaces Between Sections Notes that are crowded or cluttered are 
difficult to study. By leaving a double space between each new heading or sec- 
tion of your notes, you are visually grouping the information that belongs 
together. You are also chunking the information into smaller units, which will 
help your memory. 


Use the Headings The headings are the skeleton, or outline, of the chapter. 
Take advantage of this structure by always starting a new section of notes 
with the heading. Underline the heading so that it stands out from the rest of 
your notes. If the textbook does not have headings or subheadings, look for 
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categories of information and make your own headings. If the information will 
be clearer to you, create your own headings and group related information 
under each heading. (See the example on Theories of Forgetting, p. 237.) 


Record Important Points Because you will use your notes for studying, you 
want to see the big picture and the small pictures (details). Record enough infor- 
mation to be meaningful later: 


® Avoid using only individual words or short phrases that will lose their mean- 
ing when you return to them later. 


™ Use short sentences when necessary to avoid meaningless phrases. 


— Do not copy down information word for word. Shorten the information by 
rewording or summarizing it. 


™@ If you find some sentences or short sections that are so clearly stated that you 
want to copy them, omit any of the words that are not essential for your 
understanding. 


@ If you have already highlighted the information, move the same information 
into your notes. 


@ Number the ideas as you include them in your notes. Numbering helps you 
remember how many important points are under each heading and breaks 
the information into smaller, more manageable units. 


® For math problems or formulas, copy examples or problems and clearly 
show each step needed to solve the problem or use the formula. Include 
words next to unfamiliar symbols. 


Record Important Minor Details You will frequently encounter minor 
details that belong under an idea that you already numbered. Indicate these 
details by indenting and then using dashes or stars before writing the details. 


Include Graphs and Charts Visual materials such as graphs, charts, and pic- 
tures contain valuable information. Usually you are not expected to know every 
fact or statistic depicted by the graph, chart, or other forms of visual materials. 
You are, however, expected to identify important patterns, relationships, or 
trends shown by the visual materials. Do not overlook these graphic materials; 
you can copy the graphic material into your notes or summarize the conclusions 
you make by studying the graphic materials. By taking the time necessary to 
study graphic materials, you will be able to: 


1. Study large amounts of information in a condensed form. 

2. Identify patterns, relationships, or trends more easily. 

3. Imprint information in a visual form in your long-term memory. 
4 


. Create a visual memory cue to recall information at a later time. 


Include a Summary or Conclusion Summaries or conclusions pull the 


main ideas together to help you see the “big picture.” If the book has a summary, ~ 


include the summary as the last heading in your notes. If there is no summary, 
write your own conclusion to pull the main ideas together. 


Highlight the Text First if Necessary If you have difficulty developing 
detailed notes, you may find that highlighting and annotating the text helps you 
identify the most important ideas of the paragraph. Use your annotations as 
guides; transfer the annotated information into your Cornell Notes. 
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SN EXERCISE 9.2 Creating Cornell Notes for Chronemics 


Following is an incomplete set of Cornell notes for Chronemics (Exercise 9.1). 
Complete the notes by adding details under each numbered point. Use dashes 
rather than numbers or letters to indicate significant details. Do not write in the 
left column (the recall column) at this time. 


P Chronemics: Time as Communication 


1. Chronemics—the way people handle and structure time 


2. Circular time 


3. Linear time 


4. Time in the workplace 


5. Time: culture based 


6. People who are constantly late 
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Step Two: Reduce After you have finished taking notes for the chapter, you are ready to close the 


book and reduce. Now, for the first time, you will be writing in the left column, 


the recall column. Remember, in step one you reduced the textbook informa- 
tion to the most important points and details. In step two, you are going to 
reduce your notes one step further. These reduced notes will provide you with a 
feedback system so you will know what information you have learned well and 
what information needs more effort. You will also refer to this column fre- 


quently for review. 


Chapter # 
Date 


Intro. Intro. 


key word 
define: 


word 


1. Important point 
2. Important point 
3. Important point 
4. Important point 


Heading First Heading 
What are i 
the 4 2, 
WAYS que nO: 


—miinor supporting 

Key word sl detail : 

—minor supporting 
detail 


4. 


Heading Second Heading 

Key word | 1. 

Importance| 2. See diagram on page # 
of XYZ 
chart? 


What are 
the 4... 2 


Copy the Heading 


Suggestions for Reducing Your Notes 


1. Copy the heading into the recall column directly 
across from the heading in your notes. Underline 
that heading. 


2. Reread the notes that are under that heading. 


3. Write a study question or a key word to define in 
the recall column directly across from the notes. 


4. Be very brief so that you can challenge yourself 
and get immediate feedback. 


In your notes, the heading provided organization. The 


same is true in the recall column. To avoid having rambling, unorganized 
reduced notes, place the heading directly across from the heading in your notes. 
Make it stand out by underlining it. 


Reread the Notes 


Learning the information continues as you reread your 


notes. If your notes seem vague, incomplete, or nonsensical, go back to the book 
and add any necessary details. 


Write Study Questions and Key Words to Define Directly across from each 
important detail, write a brief study question. You do not need to use complete 
sentences; abbreviated forms, such as the following, work: Why? How many 
kinds of... ? Name the 6.... Related to X how? Another option is to simply 
write key words that you will need to define or relate to other ideas. 


~ 


~ 
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Be Brief You will be using this recall column for the next step of studying. It 
is important that the column not be cluttered with too much information. If you 
give yourself all the answers, you will end up reading the information and not 
challenging your memory. Remember to be selective by focusing only on key 
words or study questions. Do not give all the answers! 

The following Cornell notes come from the Five Theories of Forgetting in 
Chapter 6 (pages 139-140). After you read the notes, notice the brief questions 
and key words that the notetaker used in the recall column. 


5 Forgetting Theories 


Intro 


1. Even when uge principles of memory, info can be forgotten. 


Intro 


principles—forgetting 


Decay Theory 
1. Occurs in STM 
2. Stimuli is too weak so info fades before it is processed 


Decay Theory 
Where in Info Proc. Model? 
What happens? 


Displacement Theory 
1. Occurs in STM 

2. Too much info comes in too quickly, 0 some info is shoved aside 
3. Not enough time given to process 


Displacement Theory 
Which memory? 

What happens with info? 
Why? 


Interference Theory Interference Theory 
|. LTM—What happens? 1. In LTM 


2. New and old info interfere with each other 
3, Happens when new and old info are similar 


Incomplete Encoding Theory 

1. Happens when info is not rehearsed 

2. Info is only partially learned or learned inaccurately 

3. Info cannot be recalled because it was never imprinted in LTM 


Incomplete Encoding 
Happens where? 

Describe what happens 
Imprinted? 


Retrieval Failure Theory 

1. Info learned but can’t be found in long-term memory bank 
—weak organizational or filing system used in memory 
—lack of useé—no ongoing review 
—not associated to schemas 


Retrieval Failure 


Which memory? 
Why can’t info be found? 


Schemas 


Summary 


Info can be forgotten during several different stages of the Info Frocessing 
Model. Effective strategies can reduce/eliminate effects of forgetting theories. 


Oummary 


model—strategies—eliminate 


5 theories: decay, displacement, interference, incomplete encoding and 
retrieval failure 


Name the 5 theories of 
forgetting 


(D-D-I-I-R) 
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Step Three: Recite The third step is to recite from the recall column. Reciting involves speaking out 

—omen loud and expressing ideas in your own words. Reciting is a powerful tool for 
learning information and strengthening memory. If you are able to recite infor- 
mation accurately, you are learning. If you are not able to recite information 
accurately, you immediately know that more time and attention are needed. 
This immediate feedback is the strong benefit of this third step of Cornell. 


Chapter # 
Date 


Intro. 
key word 
define: 


word 


Heading 


What are 
the 4 
ways... ? 


Key word 


Heading 
Key word 
Importance 
of XYZ 
chart? 


What are 
the4...? 


Cover the Notes 


Suggestions for Reciting 


1. Cover up the notes on the right. 


2. Start at the top of the recall column. Read the 
heading and the first key word or question. 


3. Talk out loud in complete sentences. Explain the 
information. 


4. If you do not remember the information, uncover 
the right column. Reread the information. Cover 
it up and try reciting it again. 


5. Move through your notes in this manner. 


6. Adjust the recall column as needed. 


Use a blank piece of paper to cover the notes on the right 


side. Since you see only the recall column, you can now understand the impor- 


tance of putting the headings in the recall column to help you remember the 
overall organization. 


Read and Then Recite Read the headings and the key words or questions. . 


Without looking at your notes, answer the questions and tell what you remem- 
ber about the key words. Pretend you are explaining the information to a friend. 
Talk out loud in complete sentences. 


@ If you can verbalize the information accurately, you probably understand it. 


@ Ifyou “go blank,” that is valuable feedback that you are not yet ready to move 
on. Simply pull the paper down, read the information, cover it up, and try 


again. Reciting after you reread enables your memory to begin processing 
the correct information. 
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@ If you are not sure whether you recited the correct information, also pull the 
paper down to check your accuracy. The positive feedback you receive for 
correct answers will strengthen your memory and provide motivation. 


Continue Reciting Move through your entire set of notes by reciting, check- 
ing accuracy, and reciting again. Remember to take full advantage of this sys- 
tem by using the feedback to look at your notes and recite again. 


Adjust the Recall Column Sometimes it is difficult to know how much and 
4 what kind of information to put in the recall column. 


@ If you found that you did not give yourself enough cues to recite important 
points, add more key words or study questions to the recall column. 


@ If you found that you wrote all the important information in the recall 
column and you ended up reading what was there, you had nothing left to 
recite from memory. Cross out (or white out) some of the details before you 
recite again. 


@ Star the information you did not recall the first time. Pay extra attention to 
these areas the next time you recite. 


SB Exercise 9.3 Reciting with a Partner 


Review the Five Theories of Forgetting in Chapter 6 (pages 139-140). Then 
review the notes for the forgetting theories (page 237). Cover up the notes so you 
only see the recall column. Either you or your partner recite out loud, in complete 
sentences, information in the first four headings in the recall column. If the 
person reciting is not able to recall the information, he or she may pull the paper 
down, review briefly, cover up the notes, and try reciting again. Then reverse roles 
so the other person can recite information for the remainder of the notes. 


Step Four: Reflect To reflect means to “think or consider seriously.” The reflect step can be indi- 
we 08teROROER «m=  Vidualized and can include a wide variety of activities and study tools. Several 
reflect activities are listed here. 


Suggestions for Reflecting 
1. Take time to think about the information in your notes. 

. Line up your recall columns to see the overall structure of the chapter. 

. Write your own summary at the bottom of your notes. 

. Use the back side of your notepaper to make lists of information or questions. 

. Make your own study tools such as index cards, visual mappings, or pictures for 
later reviews. 

. For math, make a three-column reflect page for key words, steps for problem 
solving, or formulas. 
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Take Time to Think Reflecting lets the information register and settle in 
your brain. It also allows you to look at the information from your own per- 
spective and experiences, look for connections or relationships between ideas, 
and think of ways to extend the information beyond its original context. The 
process of reflecting involves a wide variety of critical thinking skills. 


Line Up the Recall Columns To gain an overview of the entire chapter, 
remove your notepaper from your notebook. Arrange your notes on a table so 
that you can see all the recall columns lined up in sequence from left to right. By 
looking at the headings and the details, you will see the entire outline for the 
chapter. If you enjoy studying from outlines, you could convert this information 
into outline form to use for review. (See Chapter 11 for outline form.) 


cE 


Write aSummary Look only at the information in the recall columns. Write 
a summary that explains the important points. Include the main ideas and brief 
statements of major supporting details. Your summary should be written in full 
sentences and paragraphs. Save this summary because it is a good review tool 
to use before tests. (See Chapter 8, pages 223-224, for more information about 
writing summaries.) 


Write on the Back Side of Your Notepaper The back of your notepaper is 
now available for you to make additional lists of information or reminders. You 
can also include diagrams or charts to show how different ideas are related. If 
you have questions that you would like to ask the instructor, jot them down on 
the back as well. The backs are convenient and available, so use them as needed. 


How would you apply Cornell notetaking to 
learning a foreign language? 


Make Your Own Study Tools for Later Review The reflect step is a creative 
and highly individualized step. No two students will do the exact same activities 
in the reflect step. This is the time for you to decide what will work best for you. 
Consider the many different kinds of study tools you know how to make (or will 
be learning how to make). Select one or more that would help you learn the 
information more thoroughly, as well as provide you with study tools to use as 
you review throughout the term. Here are just a few options: 
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M@ Make index cards of all the key vocabulary terms, lists of information, or 
study questions. 


@ For math, make a list of symbols and their equivalent English words, 


or make a list of mathematical equations and their equivalent English 
sentences. 


® Make a visual mapping, hierarchy, or outline of the chapter or parts of the 
chapter. As an option, write a summary of your work. 


@ Practice drawing or copying diagrams from the chapter. 


@ Add pictures, cartoons, or stick figures that can serve as memory triggers for 
parts of your notes later. 


@ Make study tapes that review the recall column or list the important points 
you want to remember. 


@ Use any of the study strategies described for each of the three learning styles 
(visual, auditory, kinesthetic). 


\e : Ld 
How does taking notes in a math class differ from taking 
notes in a literature class? 


For Math, Make a Three-Column Reflect Page Using a three-column note- 
taking system as a reflect activity for math textbooks promotes critical thinking 
and understanding of math terminology, problems, and formulas. This note- 
taking technique, presented by Paul D. Nolting in Math Study Skills Workbook 
as an alternative to the Cornell two-column system, shows key words, example 
problems, and explanations and rules for solving math problems or applying 
formulas. To use this technique and to create a reflect study tool, divide your 
notetaking paper into three columns, and then do the following: 


1. Record each problem step in the Examples column. 

2. Record the reasons for each step in the Explanations/Rules column. 

3. Record key words and concepts in the Key Words column. 

4. Cover up the Examples and the Explanations/Rules columns. Recite out 
loud the meanings of the key words or concepts. 


The following examples shows this three-column system for one section of a 
math chapter. 
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Key Words Examples Explanations/Rules 
arid Opposite of any number 
Ifn=s, 
Then =n = =—s 
=(—10)e= 10 Count the number of signs; 
— (—15)(—15) = —15 even means +, odd means — 


Opposite of —x is x 


Rational Rational numbers are fractions (1/4, "5, 3/4). A/B, B/0 is rational 
Division by 0 undefined 
Numerator numerator/denominator Numerator on top 


Denominator N/D Denominator on bottom 
(D = Down) 
Adapted from Nolting, Math Study Skills Workbook, pp. 50-51. 
Step Five: Review This last step of the Cornell system keeps the information active in your mem- 


ory. Review provides the repetition you need to retrieve information quickly 
and accurately from your long-term memory. 


Suggestions for Reviewing 
: : 1. Plan time for immediate review. 
_ 2. Plan time weekly for ongoing review. 


Do an Immediate Review Reviewing actually begins when you are working 
at the fourth step. In the reflect step, you take time to think about the informa- 
tion you have covered, and you take time to create additional study tools. 
However, immediate review goes one step further. Before you close your book 
and quit studying, take a few additional minutes to review your recall columns. 
This provides one final opportunity to strengthen your memory for the organi- 
zation and content of the material. 


Ongoing Review Ongoing review means reviewing previous work so that 
you are continually practicing learned information. Ongoing review is neces- 
sary because you will be storing more and more information in your long-term 
memory as the term progresses, so you must make sure that you practice “old” 
information. In addition, by including ongoing reviews in your weekly study 
schedule, you save time in the long run. When tests, midterm exams, or final 
exams approach, you won't need to cram, for you will have kept the information 
active. 

Several activities can take place during ongoing review: 


@ Review the recall columns of your notes. The more frequently you review~ 


these, the faster you can move through the columns. Also, as the term pro- 
gresses, you will find that information placed in your notes early in the term 
is now clear and easy to understand. 


@ Review any reflect or review materials that you created earlier. 


@ Ifyou havea list of questions from the second step of SQ4R or your own writ- 
ten summary, review these. 


@ Review chapter introductions, summaries, and lists of vocabulary terms for 
the chapter. 


~~ 
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Now that the five R’s of the Cornell system have been discussed, take time to 
learn to use each of the steps. Remember, omitting any one step will weaken the 
system. The following pictures may help you learn and remember the steps 


more quickly. 


1. Record 2. Reduce 3. Recite 4. Reflect 5. Review 


S EXERCISE 9.4 Making Cornell Notes for Maslow’s Hierarchy of Needs 


Read the excerpt on Maslow’s Hierarchy of Needs on page 244. If you wish, 
highlight the important information in each paragraph. 


1. 
pa 


/ 


Prepare: Draw a two-and-one-half-inch margin down the left side of your notebook paper. 


Record: Use the strategies presented in this chapter for taking notes in the right column. (See the 


Self-Assessment Form on page 245.) 


Reduce: Reduce the notes in the left column. Write the heading and the key words or very brief study 


questions. Do not write too much information. 


. Recite: Cover up the right side of your notes. Practice reciting your notes out loud and in complete 


sentences. Check your accuracy. 


a. 


d. 


. Review: Review your work so that you will be prepared to discuss this excerpt in class. 


. Reflect: Do one of the following reflect activities: 


THINK about the information and the following questions. Then summarize your ideas ina 
short paper. 

Do I believe that people are “wanting beings” who seek to fulfill needs? 

Do I believe this is really how needs we want to fulfill are arranged? 

Could emphasis on the various needs occur in a different order? 


Do my needs fall into this sequence? How? 


. The article suggests ways the business world can meet the different levels of needs of their 


employees. Brainstorm how colleges and universities strive to meet the different levels of needs 
of students. Summarize your ideas in paragraph form. 


. If you were in marketing or sales, how could you advertise in different ways to meet different 


levels of need? What would advertisements look like for each of the five kinds of needs? 


Make vocabulary cards or a visual mapping of the information. 


Special Note: ‘Make multiple copies of the Self-Assessment Form on page 245 so 


you will have forms available for various notetaking assignments. 
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Exercise 9.4 continued 


Maslow’s Hierarchy of Needs 


The concept of a hierarchy of needs was advanced by Abraham Maslow, a psycholo- 
gist. A need is a personal requirement. Maslow assumed that humans are “wanting” 
beings who seek to fulfill a variety of needs. He assumed that these needs can be 
arranged according to their importance in a sequence known as Maslow’s hierar- 
chy of needs. 


At the most basic level are physiological needs, the things we require to survive. 
These needs include food and water, clothing, shelter, and sleep. In the employment 
context, these needs are usually satisfied through adequate wages. 


At the next level are safety needs, the things we require for physical and emotional 
security. Safety needs may be satisfied through job security, health insurance, pension 
plans, and safe working conditions. 


Next are the social needs, the human requirements for love and affection and a sense 
of belonging. To an extent, these needs can be satisfied through the work environment 
and the informal organization. But social relationships beyond the workplace—with 
family and friends, for example—are usually needed, too. 


At the level of esteem needs, we require respect and recognition (the esteem of oth- 
ers), as well as a sense of our own accomplishment and worth (self-esteem). These 
needs may be satisfied through personal accomplishment, promotion to more respon- 
sible jobs, various honors and awards, and other forms of recognition. 


At the uppermost level are self-realization needs, the needs to grow and develop as 
people and to become all that we are capable of being. These are the most difficult needs 
to satisfy, and the means of satisfying them tend to vary with the individual. For some 
people, learning a new skill, starting a new career after retirement, or becoming the “best 
there is” at some endeavor may be the way to satisfy the self-realization needs. 


Maslow suggested that people work to satisfy their physiological needs first, then their 
safety needs, and so on up the “needs ladder.” In general, they are motivated by the 
needs at the lowest (most important) level that remain unsatisfied. However, needs at 
one level do not have to be completely satisfied before needs at the next-higher level 
come into play. If the majority of a person's physiological and safety needs are satisfied, 
that person will be motivated primarily by social needs. But any physiological and 
safety needs that remain unsatisfied will also be important. 


Maslow’s hierarchy of needs 
provides a useful way of 
viewing employee motiva- 
tion, as well as a guide for 
management. By and large, Esteem needs 
American business has been 
able to satisfy workers’ basic Social needs 
needs, but the higher-order 
needs present more of a 
problem. They are not satis- 
fied in a simple manner, and 
the means of satisfaction 
vary from one employee to 
another. 


Self-realization needs 


Safety needs 


Physiological needs | __ 


Maslow's Hierarchy of Needs 


Maslow believed that people seek to fulfill five categories 


Pride, Business, pp. 270-271. of needs. 
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Cornell Notetaking Self-Assessment Form 1 


CHAPTER9 Making Cornell Notes for Textbooks 


Name 


TopicofNotes 


1. 
Poe 


Did you clearly show headings in your notes so you can see the main topics? 


Did you underline the headings and avoid putting numbers or letters in 
front of the headings? 


. Did you leave a space between headings or larger groups of information so 


your notes are not cluttered or crowded? 


Did you include sufficient details so that you do not need to return to the 
textbook to study this information? 


5. Did you use numbering between the different details under the headings? 


e 


12. 


Did you indent and uses dashes or other symbols to show supporting 
details? 


. / . 
. Did you use meaningful phrases or shortened or complete sentences so that 


the information will be clear at a later time? 


. Did you paraphrase or shorten the information so your notes are not too 


lengthy? 


Did your notes refer to important charts, diagrams, or visual materials in 
the chapter, or did you make reference to the textbook pages in your notes? 


. Did you write on only one side of the paper, leaving the back side blank? 


. Did you write a heading on the first page of your notes and page numbers 


on the other pages? 


Did you write your notes so that they are neat and easy to read? 


Recall Column (Reduce Step) 


1. 
2. 
3. 


Did you move each heading into the recall column and underline it? 
Did you use a two-and-one-half-inch margin on the left for the recall column? 


Did you include study questions in the recall column for the key points in 
your notes? 


. Did you include enough information in the recall column to guide you 


when you recite your notes? 


Did you include in the recall column some key words that you need to 
define or explain? 


. Did you write the questions and the key words directly across from the cor- 


responding information in your notes column? 


Did you avoid writing too much information or giving yourself all of the 
information in the recall column, thus leaving you with little to recite from 


memory? 


8. Did you try using the recall column? 


9. Did you add or delete information in the recall column after you tried using 


that column for reciting? 


pt nes Ne MeL a wit me) Date nt 


YES 


NO 
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Self-Assessment Form 2 


Name 


Topic of Notes 


Date 


Record Step 


1. 
Ze 


Did you clearly show headings in your notes so you can see the main topics? 


Did you underline the headings and avoid putting numbers or letters in 
front of the headings? 


. Did you leave a space between headings or larger groups of information so 


your notes are not cluttered or crowded? 


. Did you include sufficient details so that you do not need to return to the 


textbook to study this information? 


5. Did you use numbering between the different details under the headings? 


6. Did you indent and uses dashes or other symbols to show supporting 


12. 


details? 


. Did you use meaningful phrases or shortened or complete sentences so that 


the information will be clear at a later time? 


. Did you paraphrase or shorten the information so your notes are not too 


lengthy? 


. Did your notes refer to important charts, diagrams, or visual materials in 


the chapter, or did you make reference to the textbook pages in your notes? 


. Did you write on only one side of the paper, leaving the back side blank? 


. Did you write a heading on the first page of your notes and page numbers 


on the other pages? 


Did you write your notes so that they are neat and easy to read? 


Recall Column (Reduce Step) 


1G 
aa 
3. 


Did you move each heading into the recall column and underline it? 
Did you use a two-and-one-half-inch margin on the left for the recall column? 


Did you include study questions in the recall column for the key points in 
your notes? 


. Did you include enough information in the recall column to guide you 


when you recite your notes? 


. Did you include in the recall column some key words that you need to 


define or explain? 


. Did you write the questions and the key words directly across from the cor- 


responding information in your notes column? 


. Did you avoid writing too much information or giving yourself all of the 


information in the recall column, thus leaving you with little to recite from 
memory? 


8. Did you try using the recall column? 


. Did you add or delete information in the recall column after you tried using 


that column for reciting? 


YES 


- ASSigiiie Us aaieen a ore 


NO 
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Bw EXERCISE 9.5 Cornell Notes for Math 


Read the following excerpt from a math textbook. Take a complete set of Cornell 
notes. After you complete your notes, your instructor may provide you with a 
sample set of notes to use for a comparison or he or she may discuss sample 


notes in class. Following the excerpt, you will find a beginning set of notes to use 
as a model. 


s A. Well-Defined Sets and Notation 


We study sets in this book not only because much of elementary mathematics can be 
stated and developed by using this concept but also because many mathematical 


ideas can be stated most simply in the language of sets. 


Definition 1.1 


A set is a well-defined collection of objects, called elements or members of the set. 


The main property of a set in mathematics is that it is well defined. This means that 
given any object, it must be clear whether that object is a member of the set. Thus, if 
we consider the set of even whole numbers, we know that every even whole number, 
such as 0, 2, 4,6, and so on, is an element of this set but nothing else is. Thus, the set 
of even whole numbers is well defined. On the other hand, the set of funny comic strips 
in the daily newspaper is not well defined, because what one person thinks is funny 


may not be the same as what another person thinks is funny. 
Example 1 

Which of the following descriptions define sets? 

(a) Interesting numbers (b) Multiples of 2 

(c) Good writers (d) Current directors of General Motors 


(e) Numbers that can be substituted for x so thatx+4=5 


Solution Descriptions (b), (d), and (e) are well defined and therefore define sets. 
Descriptions (a) and (c) are not well defined, because people do not agree on what is 
“interesting” or what is “good.” Descriptions (a) and (c) therefore do not define sets. 


We use capital letters, such as A, B, C, X, Y, and Z, to denote sets, and lowercase let- 
ters, such as a, b, c, x, y, and z, to denote elements of sets. It is customary, when prac- 
tical, to list the elements of a set in braces and to separate these elements by commas. 
Thus, A = {1, 2, 3, 4} means that “A is the set consisting of the elements 1, 2, 3, and 4.” 
To indicate the fact that “4 is an element of the set A,” or “4 isin A, “we write4 € A. 


To indicate that 6 is not an element of A, we write 6 € A. 


Example 2 


Let X = {Eva, Mida, Jack, Janice}. Which of the following are correct statements? 


(a) Mida € X (b) Jack € X 
(c) Janice € {Eva, Mida, Jack, Janice} 
(d)EEX (el) XEX 


Solution Statements (a) and (c) are the only correct ones. 
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B. Describing Sets 

Sets can be defined in three ways. 
1. By giving a verbal description of the set 
2. By listing the elements of the set (roster method) 
3. By using set-builder notation 


Following are some sets defined in words and by lists. 


Description 
The set of counting numbers less than 5 {1 2e3 ea} 
The set of natural Earth satellites {Moon} 
The set of counting numbers | OgzASe re 


The three dots, called an 
ellipsis, mean that the list 
goes on in the same pattern 
without end. 


The set of odd counting numbers less than 15 (HagheGjoels aatinet wi Leo 


The three dots mean the odd 
numbers after 5 and before 
13 are in the set but not 
listed. 


The set of whole numbers less than or equal to 3 1O;10253% 


In set-builder notation, we use a defining property to describe the set. A vertical bar (|) 
is used to mean “such that.” Thus, the preceding sets can be written as follows: 


Set-Builder Notation 


{x | x is a counting number less than 5} 


The set of all elements x, 
such that x is a counting 
number less than 5 


[x |x is a natural Earth satellite} The set of all elements x, 


such that x is a natural Farth 
satellite 


{x| x is a counting number} The set of all elements x, 


such that x is a counting 
number 


{x | Xx is an odd counting number less than 15} The set of all elements x, 


such that x is an odd count- 
ing number less than 15 


{x | X is a whole number less than or equal to 3} The set of all elements x, 


such that x is a whole num- 
ber less than or equal to 3 
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Example 3 

Write verbal descriptions for the following sets: 

(alia. D, Cans 2) (oes (Cis, 0, 27} 
Solution 


(a) The set of letters in the English alphabet 

(b) The set of odd counting numbers 

(c) The set of counting numbers that are multiples of 3 and less than or equal to 27 
Example 4 

(Omitted for this exercise. Continue with Definition 1 2.) 

Definition 1.2 

The symbol {} or @ represents the empty, or null, set. 

Example 5 

Write the following sets using the listing (roster) method: 

(a) {x| x is a counting number less than 10 and x is divisible by 4} 

(b) (x4 x is a counting number between 8 and 13 and x is divisible by 7} 
Solution 


(a) The counting numbers less than 10 that are divisible by 4 are 4 and 8. Hence, the 
required set is {4, 8}. 


(b) None of the numbers between 8 and 13 are divisible by 7. Thus, the required set is 
empty and the answer can be written as {} or W. 


Note: It would not be correct to write {@} for the answer to part (b), because the set {@} 
is not empty; it contains the element W. 


C. Equality of Sets 


Clearly, the order in which the elements of a set are listed does not affect membership 
in the set. Thus, if we are asked to write the set of digits in the year in which Columbus 
discovered America, we may write the set as {1, 4, 9, 2}. Someone else may write the 
set as {1, 2, 4, 9}. Both are correct! Thus, we see that {1, 4, 9, 2} = {1, 2, 4, 9}. Similarly, 
(aeb CaOne) = 16d, C, BD, a)- 


Definition 1.3 


In general, two sets A and B are equal, denoted by A = B, if they have the same mem- 
bers (not necessarily listed in the same order). 


For example, {1, 3, 2} = {1, 2,3} and {20, 4} = {, 20}. 


Notice also that repeated listings do not affect membership. For example, the set of 
digits in the year in which the Declaration of Independence was signed is {1, 7, 7, 6}. 
This set can also be written as {1, 6, 7}. Therefore, the set {1, 7, 7, 6} = {1, 6, 7}. In the 
same way, {a, a, b, b, c, c} = {a, b, c}, because the two sets have the same elements. By 
convention, we do not list an element more than once. 


Bello, Britton. Topics in Contemporary Mathematics, pp. 13-17. 
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Sample Notes: 


Math Pages 13-17 


Well-Defined Sets/Notation Well-Defined Sets and Notation 

Define: 1. Definition 1.1 
—set set = well-defined collection of objects (elements/members of 
—elements/members of a set the set) 


—Can clearly tell if object is a member of the set 
—Explanation: set of even whole numbers. 0, 2, 4, 6 and all 
even whole numbers are elements/members of the set 


Which are well-defined sets? Why? 2. Example 1 Which are definite sets? 


a. interesting numbers a. interesting numbers No. Members of set unclear. 

b. multiples of 2 b. multiples of 2 YES. Clear members of set. 

c. good writers c. good writers No. Members of set unclear. 

d. current directors of General d. current directors of | YES. Clear members of set. 
Motors General Motors 

e. numbers can substitute for x so e. numbers can YES. Clear members of set. 
x+4=5 substitute for 


xsox+4=5 


These mean what? 3. Important letters and symbols for sets 

A,B, C...capital letters —Capital letters to denote sets A, B, C, X, Y, Z, etc. 

a, b,c... lowercase letters —Lowercase letters for elements of sets a, b, c, x, y, Z 
{ } —List elements of a set in braces and use commas to 
= separate elements A = {1, 2, 3, 4} 

¢ —€ means element belongs to set: 4 € A 

aya SENN —¢€ means element not a part of set:6 € A 


4. Example 2: X = {Eva, Mida, Jack, Janice} 


Group Processing: Form groups of three students. Complete the following directions. 


A Collaborative 1. Use six index cards or pieces of paper. Write the following on the cards: 
Learning Activity 1. Record 2.Reduce 3.Recite 4. Reflect 5. Review 6.5 R’s of Cornell 
2. Shuffle the cards and place them face down. Each student draws two cards. 
3. The person with card 1 begins by telling everything he or she knows about* 
Record (in the Cornell system). Continue with students reciting the cards 


according to the order above. After a student recites what he or she remem- 


bers about the category on the card, other group members may add addi- 
tional information. 
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=] ReflectionWriting2 So. CHAPTER 9 
On a separate piece of paper or in a journal, do the following: 


1. In Exercise 9.1, you used your usual form of notetaking to take notes on Chronemics. 
In Exercise 9.2, you completed the notes for Chronemics by adding details to a set of 
notes with the key ideas numbered. Discuss the differences between your original 
notes in Exercise 9.1 and your notes in Exercise 9.2. Which notes are more organized, 
clearer, and easier to use? Explain. 


2. What do you see as the greatest benefits of learning to use the 5 R’s of Cornell? 


Combining Cornell Notetaking and SQ4R 


Le Bea ue 


You have now learned two very powerful study methods for mastering learning. 
SQ4R (Chapter 7) is a six-step system for reading a textbook; Cornell is a note- 
taking system that can be used with textbooks. The following chart shows how 
you can effectively combine these two methods. 


Combining SQ4R and Cornell 


Begin the SQ4R Steps 

1. Survey: Do an overview for the chapter. 
Question: Write questions for each heading. 
Read: Read one paragraph. 
Record: Take Cornell notes on separate paper. 
Recite: Recite the important information in the 
paragraph. 
Continue to read-recite-record to the end of the 
chapter. 


Cornell 


Soe ie he) 


Recite Record 
KN Reduce 
Recite 


Reflect 
Review 


2 


Continue the Cornell Steps 
7. Reduce: Make your recall column. 
8. Recite: Cover your notes and recite from your 
recall column. 
9. Reflect: Do one or more reflect activities. 
10. Review: Review your notes and complete the 
chapter and the questions you made in the 
second step of SO4R. 


Note that you begin with the first three steps of SQ4R: survey, question, and 
read. The Cornell system then merges with the reading system for the record 
step. (Record is step four of SO4R and step one of Cornell.) 

Once you have completed the reading and have taken the notes, put the 
book aside. Focus your attention on the Cornell notes you have taken and the 
remaining steps of Cornell: reduce, recite, reflect, and review. Join the review 
steps in SQ4R with the review step in Cornell. You have now successfully com- 
bined two powerful systems for learning. 
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Ww Exercise 9.6 Case Studies 


Each of the following case studies describes a student situation. Read each case 
study carefully; highlight key ideas or student issues. Answer the question that 
ends each case study. In your response, address the key points that you 
highlighted and that relate directly to the question. Answer in complete sentences 
on a separate piece of paper. These case studies are also available online; you can 
email your response to your instructor or print a copy of your work online. 


1. Labrishun learns by writing information and studying from information that she has handwritten. 


Initially she thought the Cornell notetaking system would be perfect for her. However, after she had 
taken notes on two different chapters, she was ready to abandon the use of the Cornell system. When 
asked why, she responded that her notes were longer than the textbook chapters and that her hand 
was getting too tired copying everything from the textbook into her notes. What recording techniques 
does Labrishun need to learn to use more effectively and efficiently so her notes are not so lengthy and 
her hand does not tire from such extensive writing? 


. Joey has learned to condense information effectively into the right column. In his recall column, Joey 


makes lists of important information, writes definitions for key terms, and writes study questions 
with their answers. He reads all the information out loud. A tutor suggested to Joey that he practice 
reciting the information instead of simply reading the recall column. Joey realizes that he does not 
know the difference between reading out loud and reciting. How would you explain the differences 
to Joey? 


. In Damon’s opinion, his “short-cut method” for taking textbook notes for his biology class results in 


neat and logically structured notes. He writes the headings and underlines them. He lists the sub- 
headings that appear under each heading. In many ways, his notes look like a formal outline with only 
two levels of information: headings and subheadings. Damon’s instructor announces that the major- 
ity of the upcoming midterm will focus on terminology and definitions. When Damon pulls out his 
notes to begin studying for the test, he realizes that the method of notetaking he has used all term is 
ineffective. Which of the 5 R’s of Cornell notetaking does Damon need to use in order to have more 


effective and useful notes? 


Ce Exercise 1.7 LINKS 


Make a complete set of Cornell notes for one of the following. (See the Self- 
Assessment Form on page 245 for the key elements that should appear in your 
notes.) After you complete the recall column, practice reciting the information in 
your notes. At the end of your notes, write a summary that highlights the most 
important information from the excerpt. 


Multiple Intelligences, Chapter 1, pages 19-22 

Twelve Principles of Memory, Chapter 2, pages 42-48 
Decreasing Procrastination, Chapter 5, pages 127-132 
Exercise 7.5, Approaches to Psychology, pages 185-189 
Chapter 8 Review Questions, Role of Concentration, page 228 


BY Exercise 9.8 Working with Another Textbook 


Select three or more pages from one of your textbooks for another class. Choose 
pages that have at least two headings and several paragraphs of text. Make a 
complete set of Cornell notes. (Review the Self-Assessment Form on page 245 for 


key elements to include in your notes.) Photocopy the pages and turn them in 
with your notes. 
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BW EXERCISE 9.9 Cornell Notes on Thinking Critically 


Take a complete set of notes on the following section from a psychology 
textbook. Create a recall column and then write a short summary at the 
bottom of your notes. 


Francine Shapiro, a clinical psychologist practicing in northern California, had an odd 
experience one day in 1987. She was walking in the woods, thinking about some dis- 

4 tressing events, when she noticed that her emotional reaction to them was fading 
away (Shapiro, 1989a). Upon reflection, she realized that she had been unconsciously 
moving her eyes back and forth. Did the eye movements have anything to do with the 
change? When she made the eye movements deliberately, the emotion-reducing 
effect was even stronger. Curious, she examined the effect in others, first among 
friends and colleagues, then with clients who had suffered traumatic experiences 
such as childhood sexual abuse, military combat, or rape. She asked these people to 
think about their unpleasant experiences while following her finger with their eyes as 
she moved it back and forth in front of them. Like her, they said that their reactions to 
the memories faded. And her clients reported that emotional flashbacks, nightmares, 
fears, and other traurna-related problems dropped dramatically, often after only one 
session (Shapiro, 1989a). 


Dr. Saapito eventually called her new treatment eye movement desensitization and 
reprocessing, or E'MDR (Shapiro, 1991). Today, Dr. Shapiro and other therapists are 
using EMDR to treat a wide range of anxiety-related problems, from simple phobias to 
disorders caused by the trauma of military combat (e.g., Manfield, 1998; Parnell, 1997; 
Shapiro, 1996). But the question remains: Can severe anxiety be permanently reduced 
by anything as simple as eye movements? 


Psychologists still do not know what to make of EMDR. Is it a breakthrough in the 
treatment of anxiety disorders or a flash in the pan? When one is examining any aspect 
of behavior and mental processes, it is vital to determine, first, what specific questions 
to ask about the phenomenon of interest and, then, how to go about searching for the 
answer. Deciding on what questions to ask depends on an ability to think critically 
about the world; making progress toward answers depends on translating critical 
thinking into scientific research methods. As described in Chapter 1, psychologists 
use these methods to study a wide range of behavior and mental processes. In the 
pages that follow, we summarize some of the basic questions that emerge from think- 
ing critically about psychology, describe the methods of science, show how some of 
these methods have been applied in evaluating the effectiveness of EMDR, and dis- 
cuss the importance of ethics in scientific research. At the conclusion of the chapter, 
we present the first “Linkages” section, containing a discussion of how the contents of 
this chapter are related to another subfield of psychology. As we mentioned in the first 
chapter, discussions of this sort, and corresponding diagrams, appear throughout the 
book. 


Thinking Critically About Psychology 
(Or Anything Else) 


Often, people simply accept what they are told because it comes from a 
believable source or because “everyone knows” it is true. Indeed, some 
advertisers, politicians, TV evangelists, and social activists hope for this 
kind of easy acceptance when they seek your money, vote, or allegiance. 
They want you to believe their promises or claims without careful thought; 
they don’t want you to think critically. Often, they get their wish. In 1997, 
for example, when a Canadian gold mining company called Bre-X claimed 
to have found the world’s largest vein of gold in a remote area of Indonesia, 
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thousands of people poured millions of dollars into its stock. Their uncriti- 
cal belief in this claim eventually cost them every last penny because, after 
the stock skyrocketed—and the company’s president and chief geologist 
made a fortune by selling out—the company was forced to admit that there 
was no gold (Spaeth, 1997). And this is just the tip of the iceberg. Millions 
of people waste billions of dollars every year on worthless psychic predic- 
tions, on bogus “cures” for cancer, heart disease, and arthritis, on phony 
degrees offered by nonexistent “universities” on the Internet, and on “mir- 
acle defrosting trays” and other consumer products that simply don't work 
(Beyerstein, 1997; Tuerkheimer & Vyse, 1997; Wolke, 1997). 


Critical thinking is the process of assessing claims and making judgments on the basis 
of well-supported evidence (Wade, 1988). Consider Shapiro’s EMDR treatment. Does it 
reduce anxiety-related problems, as reports by Shapiro and others suggest? One strat- 
egy for applying critical thinking to this or any other topic is to ask the following five 
questions: 


1. What am I being asked to believe or accept? In this case, the assertion to be exam- 
ined is that EMDR causes reduction or elimination of anxiety-related problems. 


2. What evidence is available to support the assertion? Shapiro began her research on 
EMDR by gathering information about whether the reduction of her own emotional 
distress was related to her eye movements or simply a coincidence. When she found 
the same effect in others, coincidence became a less plausible explanation. 


3. Are there alternative ways of interpreting the evidence? The dramatic effects expe- 
rienced by Shapiro’s friends and clients might be due not to EMDR but to factors such 
as their motivation to change or their desire to please her. Even the most remarkable 
evidence cannot be accepted as confirming an assertion until all equally plausible 
alternative assertions have been ruled out, which leads to the next step in critical 
thinking. 


4. What additional evidence would help to evaluate the alternatives? The ideal method 
would be to identify three groups of people who are identical in every way except for 
the anxiety treatment they received. If a group receiving EMDR improved to a much 
greater extent than those given an equally motivating but inherently useless treat- 
ment, or no treatment at all, it would become less likely that EMDR effects could be 
explained on the basis of clients’ motivation or the mere passage of time. The ways in 
which psychologists and other scientists collect evidence to test alternative explana- 
tions constitute the methods of scientific research, which we describe in detail later. 


5. What conclusions are most reasonable? The evidence available thus far has not yet 
ruled out alternative explanations for the effects of EMDR (e.g., people's beliefs in 
EMDR rather than the treatment itself may be responsible for its positive effects), so 
the only reasonable conclusions to be drawn at this point are that (a) EMDR remains a 
controversial treatment, (b) it seems to have an impact on clients, and (c) further 
research is needed in order to understand it. 


Does that sound wishy-washy? Critical thinking sometimes does seem indecisive 
because conclusions must be tempered by the evidence available. But critical think- 
ing also opens the way to understanding. 


Bernstein, Psychology, pp. 27-29. 
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©) Reflection Writing 3 : 7 > CHAPTER 9 
On a separate piece of paper or in a journal, discuss the following: 
1. What do you like about the Cornell notetaking system and what do you dislike about 
this system? Be specific. 
2. Is it necessary to use the Cornell notetaking system for every one of your textbooks? 
Explain your answer. 
A 
SUMMARY 
@ The Cornell system provides you with a five- 3. Cover up the right side of your notes while 
step method for recording and learning infor- you recite information in complete sen- 
mation accurately and thoroughly. tences; use the left column as a guide for 
reciting. 


ee a eg ee ee ee 


M You will become an active learner when you use 
y 4. Reflect on the material, finding relation- 


all five R’s of Cornell: ; : 
y ships and creating study tools. 
1. Select the important information and record 5. Use immediate and ongoing review to 
it in the right column of your notepaper. rehearse information. 


2. Reduce the information to key terms or 
study questions; write this reduced informa- 
tion in the left column. 


M@ The Cornell notetaking system can easily be 
incorporated into the SQ4R reading system; 
thus, two powerful study systems are combined 
to increase your learning potential. 


ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 


BD | 


links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 
If you are working on your own computer, bookmark this web site. 


LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 9. Your instructor may assign one or 
more specific options or may ask you to select one or more options that interest 
you the most. 


1. Expand the Chapter 9 mapping on page 229. Extend branches on the mapping to show important key 
words or phrases for each heading. (See Chapter 11 for additional information.) Add pictures and col- 
ors to your mapping to accentuate the points. (See the example in Chapter 1, page 25.) Write a sum- 
mary in paragraph form of the chapter mapping. 

2. Take a complete set of Cornell notes for any chapter in a mathematics textbook. Do a self-evaluation 
by using the Cornell Notetaking Self-Assessment Form printed on page 245. Design a reflect activity 
for this chapter and include it with your project. Photocopy the pages of the chapter or schedule a 
time to show your instructor the textbook, your notes, and your reflect activity. 
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UNIT FOUR Using Effective Notetaking Techniques 


Select an historical event, a geographic location, an inventor, or a geological or meteorological topic 
(volcanoes, earthquakes, hurricanes, comets). Use the Internet or your library resources to locate an 
informative article about your topic. The article must be two or more pages long. Print or photocopy 
the article. Make a complete set of Cornell notes on its content and create a reflect activity for your 
topic. Do a self-evaluation by using the Cornell Notetaking Self-Assessment Form printed on page 245. 


. Create a comparison chart for Maslow’s Hierarchy of Needs. (For information about comparison 


charts, review pages 16 and 125.) Identify three or more categories of information for your chart so 
you have three or more columns of information. Refer to the reflect activities in Exercise 9.4 if you 
need ideas for your columns. 


. Create an informative brochure or one-page flyer that instructs other students how to use the Cornell 


notetaking system. Your brochure or flyer needs to show creativity, clarity, and accuracy; it may be 
reproduced by your instructor for distribution or display. 


. Work with a partner to select ten or more pages from a chapter in this textbook that your instructor 


has not yet assigned. Make a complete set of notes for these pages. You and your partner may make 
identical notes, or you may discuss the information together but then vary the way you develop your 
notes. Take turns covering your notes and reciting the recall column to your partner. Do a self-evalu- 
ation using the Cornell Notetaking Self-Assessment Form on page 245. When you turn in your notes, 
include the name of your partner and a short paragraph discussing the results of the reciting process 
you used together. 


Conduct an Internet search for notetaking, notetaking systems, and Cornell notetaking. Print web site 
information that you deem valuable. Organize and compile the information into a notetaking note- 
book that you can use as a resource. Be sure that each entry in your notetaking notebook provides a 
web site address. Compile a list of all the useful web sites you located in your search. After each 
address, provide a brief summary of the web site; this page may be reproduced for other class mem- 
bers. You may be asked to give a presentation to the class on your project. 
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Cuapter 9 REVIEW QUESTIONS 


True-False 


Carefully read the following sentences. Pay attention to key words. Write T if the 
statement is true. Write F if the statement is false. 


1 
2 
3. 
4 


10. 


Short Answer 


The majority of your review time should be spent working with your notes. 
Cornell notes are a reduced version of textbook information. 
It is best to read the whole chapter first and then go back to take notes. 


It is not necessary to take notes on graphs, charts, or pictures because they are always easy 
to remember. 


When you integrate the Cornell system and the SQ4R reading system, you begin taking 
notes during the second step of SO4R. 


Too much information in the recall column causes you to read and not do much reciting. 


You can add more questions or key words to the recall column if there are too few cues 
to help you recite. 


If you are short on time, it is always best to skip the fourth step of Cornell. 
Ongoing review gets you in the habit of using repetition as a regular part of studying. 


If you highlight your textbook and take Cornell notes, essentially the same information 
will appear in both. 


Complete the following chart by listing the five steps of the Cornell system in 
order and explaining the purpose of each step. 


Steps of Cornell 


The purpose of this step is to: 


Application 


Take a complete set of Cornell notes on the following information from a psychol- 
ogy textbook. Organize your notes neatly and logically. Be sure to develop the 


recall column. 
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Basic Memory Processes 


We know a psychologist who sometimes drives to work and sometimes walks. On one 
occasion, he drove, forgot that he had driven, and walked home. When he failed to find 
his car in its normal spot the next morning, he reported the car stolen. The police soon 
called to say that “some college kids” had probably stolen the car because it was found 
on campus (next to the psychology building!). What went wrong? There are several 
possibilities, because memory depends on three basic processes—encoding, storage, 
and retrieval... . 


First, information must be put into memory, a step that requires encoding. Just as 
incoming sensory information must be coded so that it can be communicated to the 
brain, information to be remembered must be put in a form that the memory system 
can accept and use. In the memory system, sensory information is put into various 
memory codes, which are mental representations of physical stimuli. For example, 
acoustic codes represent information as sequences of sounds. Visual codes repre- 
sent stimuli as pictures. Semantic codes represent an experience by its general 
meaning. Thus, if you see a billboard that reads “Huey’s Going Out of Business Sale,” 
you might encode the sound of the words as if they had been spoken (acoustic cod- 
ing), the image of the letters as they were arranged on the sign (visual coding), or the 
fact that you saw an ad for Huey’s (semantic coding). The type of coding used can 
influence what is remembered. For example, semantic coding might allow you to 
remember that a car was parked in your neighbors’ driveway just before their house 
was robbed. If there was little or no other coding, however, you might not be able to 
remember the make, model, or color of the car. 


The second basic memory process is storage, which refers to the maintenance of 
information over time, often over a very long time. When you find it possible to use a 
pogo stick or to recall a vacation from many years ago, you are depending on the stor- 
age capacity of your memory. 


The third process, retrieval, occurs when you find information stored in memory and 
bring it into consciousness. Retrieving stored information such as your address or tele- 
phone number is usually so fast and effortless it seems automatic. Only when you try 
to retrieve other kinds of information—such as the answer to a quiz question that you 
know but cannot quite recall—do you become aware of the searching process. 
Retrieval processes include both recall and recognition. To recall information, as on an 
essay test, you have to retrieve it from memory without much help. Recognition is 
aided by clues, such as the alternatives given in a multiple-choice test item. 
Accordingly, recognition tends to be easier than recall. 


Basic Memory Processes 
Remembering something Encoding Storage Retrieval 
requires, first, that the Code and put Maintain in Recover from 
item be encoded—put in into memory memory memory 

a form that can be placed 
in memory. It must then 
be stored and, finally, 
retrieved, or recovered. 

If any of these processes 
fails, forgetting will occur. 


Types of Types of long- 
memory codes term memories pes of 


—Acoustic —Episodic retrieval 
—Visual —Procedural —Recall _ 
—Semantic —Semantic —Recognition 


Bernstein, Douglas A., Thomas K. Srull, Christopher D. Wickens, and Edward J. Roy, PSYCHOLOGY, Fourth Edition. Copyright 
© 1997 by Houghton Mifflin Company. Used with permission. 
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Understanding factors that affect listening and the steps involved in active listening 
can help you learn to use effective listening strategies. This chapter presents twelve 
strategies for strengthening your listening skills; strong listening skills are essential 
for taking effective lecture notes. You can use the five R's of Cornell notetaking dur- 
ing lectures. Specific techniques for recording and organizing lecture notes help you 
keep up with the lecturer's rate of speech, capture important main ideas and support- 
ing details, and produce accurate notes that you can use for studying and ongoing 
review. This chapter also includes solutions for common notetaking problems that 


occur during lectures. 
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) CuapTER 10 Lecture Notes Profile 


> SEE. 
ee ae 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the profile 
for Chapter 1 on page 2. 

ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


YES NO 


1. Ihave problems knowing what information to put into lecture notes. 


2. I stop taking notes when the speaker sidetracks from the topic, I lose inter- 
est in the topic, or I cannot keep up with the pace. 


3. Ispend time going over my notes and filling in missing information as soon 
after the lecture as possible. 


4. The main ideas and important details are easy to identify in my notes. 


5. Internal and external distractors often interfere with my ability to concen- 
trate during a lecture. 


6. Ican usually take notes that are adequate and easy to use for studying. 


7. I frequently use symbols, abbreviations, and shortened sentences in my lec- 
ture notes. 


8. I reword (paraphrase) what is said so I do not write word for word. 
9. I practice reciting important information in my notes. 


10. I use the instructor’s verbal and nonverbal communication patterns to help 
me identify which information is important. 


] Reflection Writing 1 CHAPTER 10 


On a separate piece of paper or in a journal, do the following: 


1. Discuss your profile score for this chapter. What was your score? What does it mean 
to you? 


2. Discuss how comfortable and pleased you are with your ability to take effective notes 
in lecture-oriented classes. 
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Q) Understanding Listening Skills 


Of the four verbal communication skills (listening, speaking, reading, and writ- 
ing), listening skills are often the weakest. You may think that as long as you 


Why is it important that reporters have good listening 
skills? Does a public relations person need to have good 
listening skills as well? Why or why not? 


have ears that work, you can listen. If your 
auditory channels are functioning, you can 
hear, but that does not necessarily mean that 
you are listening. Listening requires more 
than taking in sounds and being aware that 
words are being spoken. 

Listening involves understanding what 
you are hearing and having the ability to 
attach meaning to the words and to interpret 
what the speaker is saying. Frequently, peo- 
ple incorrectly perceive speaking as an active 
process and listening as a passive process. 
The truth is that listening is an active process 
that engages the listener in a variety of mental 
processes. The poor listening habits that 
many people have tend not to come from the 
training given in schools; instead, the poor 
listening habits often are learned because of 
the lack of training or instruction. 


influencing Factors A person may begin listening to a speaker with the complete intention of “stay- 


ing tuned in,” listening attentively, following the ideas, and making every effort 


to understand the information. However, good listening is similar to concen- 
tration: It’s here one second and then it’s gone. All of the following factors can 
influence your ability to be a good listener. 


® interest in the topic 
attitude toward the subject 
attitude toward the speaker 


@ familiarity with words, terminol- 
ogy, or the topic 


@ length of time required to remain 


a 
Fe 
: seated 

M@ tone of voice atl 
mi rate of speech @ difficulty level of the course 
m speech patterns and mannerisms @ quantity of information presented 
m degree of organization of the @ sitting posture during the lecture 

lecture wl cea location in relation to the 

: speaker 

@ teaching/lecture style P 
Bie cons trommacnlebeachy @ personal physical level (tired, sick) 
- temperature or lighting ® personal emotional level at the 

room tem ; 

time 

- Sas Oe MUS ACE GUST ane @ personal background experiences 

speec 

learning style 

@ degree of insulation from outside = B sty 

pounds @ cultural background 


Notice that the first few items are related to attitude. Positive attitudes 
toward the topic, the subject or the class, and the speaker lead to positive lis- 
tening. A negative, disinterested, judgmental attitude will bring negative results 
by putting up barriers or shutting down your auditory channels, which are 


474 


Steps in the 
Listening Process 
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required for good listening. Some of the factors in the previous list are directly 
related to the speaker. Ideally, all speakers should automatically use an appro- 
priate tone of voice, rate of speech, and pleasing speech patterns and manner- 
isms, and be well organized. However, this sometimes is not the case. You, the 
listener, need to find ways to overcome the barriers that are directly related to 
the speaker and his or her form of delivery of information. External distractors 
that were previously discussed in Chapter 5 that occur while you are studying 
also occur while you are listening. You can apply many of the same techniques 
for improving concentration to improving your listening skills. The factors 
listed at the top of the right column relate to your level of understanding of the 
course work. The time-management, goal-setting, and reading techniques 
learned in previous chapters will result in greater familiarity and understand- 
ing of the course work so these factors do not become barriers to good listening. 
The remaining factors are all related to you on a personal level. 


Listening is an active process that occurs in five distinct steps. These five steps, 
discussed in Communicating, a college textbook by Berko, Wolvin, and Wolvin 
(pp. 52-58), are summarized below. Notice the relationship of each step to the 
steps in the Information Processing Model (Chapter 2, pages 31-36). 


1. Reception: Reception involves receiving auditory and visual stimuli, such 
as facial expressions, body language, and appearance. These stimuli enter 
your short-term memory and the process of listening begins. 


2. Attention: Attention involves concentration, selectivity, motivation, and 
intent. In this step of listening, the stimuli enter the short-term memory 
system. You must actively focus your attention on the incoming stimuli, 
block out distractions and other insignificant stimuli, and concentrate on 
the message with the intent to comprehend what you hear. To avoid having 
the information drop out of your memory system, you must apply motiva- 
tion and effort to give the stimuli your full attention. 


3. Perception: Perception involves an initial attempt to evaluate the informa- 
tion received. During this process, you become aware of the information 
you understand and the information that does not make sense. Your 
educational background, your personal experiences, culture, attitude, val- 
ues, and your mental and emotional states affect how you perceive the 
information. 


4. Assignment of meaning: The assignment of meaning is the process of 
interpreting or attaching meaning to what you hear by categorizing the 
information into schemas, which are categories or clusters of information 
in long-term memory (see Chapter 2, page 35). As you interpret informa- 
tion and assign meaning to what you hear, you link the information to 
existing schemas and associate it to personal experiences. One of the great- 
est difficulties with this step occurs in the process of interpreting the mes- 
sage as the speaker intended, without distorting or altering the speaker’s 


message by reacting emotionally, being judgmental, or confusing facts and. 


opinions. 


5. Response: After you assign meaning to the message, the process of listening 
continues with an intellectual or emotional response to the information. 
Your response may include a nonverbal form of feedback, such as a nod of 
your head to indicate understanding, or it may include verbal feedback, 
such as paraphrasing the speaker so you can check the accuracy of your 
perception and interpretation of the message. It may also include asking 
a question to seek clarification or gain more supporting information. 
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Another form of response may be to couple the information with a memory 
technique that can help you efficiently retrieve the information from your 
long-term memory at a later time. 


Active listening is an essential skill required for taking effective classroom 
lecture notes. It is also a skill that will benefit you in classroom discussions and 
small group interactions, in your career field, and in your personal relation- 
ships. By understanding each step, you will be better equipped to analyze your 
listening patterns, which include your strengths and weaknesses, and to seek 

s strategies to improve your active listening skills. The Listening Inventory in 
Exercise 10.1 will help you analyze your effectiveness in using each of the five 
steps of listening. 


QW Exercise 10.1 Listening Inventory 


Janusik/Wolvin Student Listening Inventory 


Directions: The process of listening includes the five steps of Reception, Attention, 
Perception, Assignment of Meaning, and Response. As a process, listening can break 
down at any of the five steps. This inventory will help you to identify your strengths 
and weaknesses in terms of the steps within the context of the classroom. After read- 
ing each statement below, code the item with the most appropriate response within 
the context of the college classroom. Remember, “speaker” can mean the instructor or 
fellow students, so you may have to average your responses. (1) almost never, 
(2) not often, (3) sometimes, (4) more often than not, and (5) almost always. 


1. I block out external and internal distractions, such as other conversations 
or what happened yesterday, when someone is speaking. 


__ 2. I feel comfortable asking questions when I don't understand something 
the speaker said. 


—__-—s- 3. When aspeaker uses words that I’m not familiar with, Ijot them down and 
look them up later. 


l identify the speaker's credibility while listening. 
I paraphrase the speaker's main ideas in my head as he or she speaks. 


. Iconcentrate on the main ideas instead of the specific details. 


Nog s 


. Iam able to understand those who are direct as easily as I can understand 
those who are indirect. 


____ 8. Before making a decision, I confirm my understanding of the other per- 
son’s message with her or him. 


____-—-« 9. _Iconcentrate on the speaker’s message even when what she or he is say- 
ing is complex. 
____ 10. I really want to understand what the other person has to say, so I focus 


solely on his or her message. 


11. When I listen to someone from another culture, I understand that the 
speaker may use time and space differently, and I factor that into my 
understanding. 


12. Imake certain to watch a speaker's facial expressions and body language 
for further clues to what he or she means. 


19. 


21. 
22. 
23. 


24. 
25. 


Scoring 


13. 


14. 


15. 
16. 


17. 
18. 


20. 


I encourage the speaker through my facial expressions and verbal 
utterances. 


When others are speaking to me, I make sure to establish eye contact and 
quit doing other tasks. 


When I hear something with which I disagree, I tune out the speaker. 


When an emotional trigger is activated, I recognize it for what it is, set 
aside my feelings, and continue to concentrate on the speaker's message. 


I try to be sure that my nonverbal response matches my verbal response. 


When someone begins speaking, I focus my attention on her or his 
message. 


I understand that my past experiences play a role in how | interpret a 
message, so I try to be aware of their influence when listening. 


I attempt to eliminate outside interruptions and distractions. 
I look the speaker in the eye to focus on her/his message. 
I tune out messages that are too complicated to understand. 


I try to understand the other person's point of view and why she/he feels 
that way even when it is different from what I believe. 


lam nonjudgmental and noncritical when I listen. 


As appropriate, I self-disclose a similar amount of personal information as 
the other person shares with me. 


Directions: Write your responses in the appropriate positions. For example, if you gave 
yourself a “3” for the first statement, transfer the 3 to the first slot under Reception. 
When you ve transferred all of your scores, add up all five scores for each step. The step 
with the highest score is your strength. The step with the lowest score is the step that 
can use the most improvement. 


Assignment 
Reception Attention Perception of Meaning Response 
nase oa ate hte eae. Cp oe Seat a 
> poe ees Fe TOR pee ys ids Wet eee 8. 
eee 5 a coalesce (Mince 13: 
Lon 208 wie A Weep, ties 1oy cess ches 
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Total 


Now add up your scores for all five steps, and use the following as a general guideline: 


125-112 You perceive yourself to be an outstanding listener in the classroom. 


By You perceive yourself to be a good listener in the classroom, but there are 
some steps that could use improvement. 


86-63 You perceive yourself to be an adequate listener in the classroom, but 
attention to some steps could really improve your listening effectiveness. 


62-0 You perceive yourself to be a poor listener in the classroom, and attention 
to all of the steps could really improve your listening effectiveness. 
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1. In which step or steps did you excel? 


2. Which step or steps indicated the most need for improvement? 


/ 


Reflection Writing 2 CHAPTER 10 


On a separate piece of paper or in a journal, do the following: 


1. In Chapter 1, pages 15-16, you completed a Dominance Inventory that provided you 
with information about being a linear or a global thinker and listener. In Exercise 10.1, 
you completed a second inventory that provided you with information about the way 
you tend to perform in each of the five steps of listening. Use the information from 
both inventories to discuss what you have learned about yourself as a listener. 


2. Do your listening skills vary in different settings or situations? Discuss your effective- 
ness as an active listener in each of these four situations: with a close friend or part- 
ner, in social settings, in a small-group class discussion, and in college lectures. 


Strengthening Your Listening Skills 


A 


EEE 


Now that you have a better understanding of the many factors involved in lis- 
tening, the next step is to begin applying strategies that strengthen your listen- 
ing skills and assist you in becoming a good (or better) listener. The following 
strategies promote active listening. Active listening is the process of concen- 
trating intently on what is being communicated. You focus your attention on 
the information coming into your short-term memory. The intent is to receive 
the information, understand it, and begin the task of processing its meaning. 
Active listening requires effort and mental discipline. The following twelve 
strategies are keys to strengthening your listening skills and becoming a more 
effective listener. 
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Twelve Strategies for Strengthening Listening Skills 


Strategy Further Explanations 


Eliminate distractors Use the Chapter 5 techniques to eliminate internal and external distractors. 
Take charge by selecting a location away from external distractors (specific 
individuals, window, door, and so on). 


Attend to levels of Capturing only the main ideas is not sufficient; capturing every detail is not 

information possible or recommended. Strive to follow the speaker's ideas by seeing the 
relationships between the information presented. Identify the “big picture” 
and recognize the important details that develop the big picture or main 
idea. Think in terms of “levels” of information. 


Stay tuned in Resist the temptation to tune out when information is too technical, diffi- 
cult, unclear, or boring. Force yourself to listen more intently to identify 
trends or the sequencing used with the information. Work hard to achieve 
the mental discipline required to stay tuned in with the speaker. 


Emotions can interfere with listening, distort the information, and set up 
barriers to understanding. Push yourself to put your own emotions aside so 
you can give the speaker the opportunity to develop his or her ideas. Jot your 
emotional responses on a piece of paper; save the discussion of your point of 
view for an appropriate time after the presentation or lecture. 


Monitor your emotional 
response 


Create an interest The attitude you bring with you will affect your ability to listen. Genuine 
interest occurs when you are familiar with the topic, have an existing inter- 
est or curiosity about the topic, or have an excellent motivational speaker. 
When these situations do not exist, the responsibility to create an interest is 
on your shoulders. Relate the topic to your overall goals, write questions that 
may generate your curiosity, or involve yourself in discussions with people 
who already have a genuine interest in the topic. 


Ask relevant questions Many teachers and students value questions that ask for clarification or 
additional information when the questions are asked at appropriate times 
and are related to the topic being presented. If the speaker prefers not to 
address questions until the end of the lecture, jot questions on the side of 
your paper so you can ask them at the appropriate time. Asking questions is 
a sign of interest and a desire to learn; do not hesitate to ask questions when 
the time is appropriate. 


Be nonjudgmental Paying too much attention to a speaker's clothing, mannerisms, speech pat- 
terns, or appearance can be a major distraction from hearing and under- 
standing the content of the message. Strive to focus on the information, not 
the person. Avoid criticism or judgments about the person. If for some rea- 
son the physical presence of the person is too much of a distraction, focus 


your eyes on the chalkboard or on your notes. 


Posture and position 


Body postures and position affect the quality of your listening and your level 
yourself for listening 


of attentiveness. Slouching conveys an image of disinterest; sit straight in the 
chair or lean forward slightly with your pen in hand ready to take notes. The 
back of the room tends to have more distractors, and seeing the overhead 
transparencies or the chalkboard tends to be more difficult; position yourself 


closer to the front of the classroom where concentration, attention, and 
interest often increase. 


Visualize the topic and 


Connecting visualization to the listening process helps imprint information 
the content 


into your memory system and makes retrieval of information more efficient 


and accurate. Strive to “make a movie in your mind” of the information pre- 
sented by the speaker. 
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Strategy Further Explanations 


Paraphrase the speaker | For effective notetaking, understanding the information presented in a lec- 


Attend to nonverbal Listening also involves picking up nonverbal messages presented through a 
clues and body speaker's gestures, mannerisms, stance, facial expressions, and pauses in 
language verbal presentation. Carefully watch the speaker for nonverbal clues or body 


Enroll in a listening Check to see if your school has a listening class. When listening courses are 
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SAenesy 


ture and then quickly rephrasing it for your notes is essential. Rephrasing 
(paraphrasing) results in a shorter, more condensed form of an idea. Practice 
paraphrasing and condensing rather than attempting to write word for word 
what the speaker says. 


language clues that signal important ideas, shifts in ideas, or important sup- 
porting details. Many people give nonverbal clues without being aware of 
this behavior; however, you as a listener should strive to detect the nonverbal 
patterns used. 


class available, they often focus on critical listening skills, which increase a per- 


son’s auditory memory and expand the ability to remember verbal informa- 
tion more accurately. 


SN Exercise 10.2 Identifying Poor Listening Habits 


Poor listening habits appear in many forms. Following are nine types of listeners 
rated poor, based on their primary behavior in listening situations. Read the 
descriptions carefully; then complete the directions on page 268. 


is 


Zs 


io”) 


os 


6. 
le 


8. 


=); 


Mind reader. You'll hear a little or nothing as you think, “What is this person really thinking or 
feeling?” 
Rehearser. Your mental tryouts for “Here’s what I'll say next” tune out the speaker. 


. Filterer. Some call this selective listening—hearing only what you want to hear. 
. Dreamer. Drifting off during a face-to-face conversation can lead to an embarrassing “What did you 


say?” or “Could you repeat that?” 

Identifier. If you refer everything you hear to your own experience, you probably didn’t really hear 
what was said. 

Comparer. When you get sidetracked assessing the messenger, you're sure to miss the message. 
Derailer. Changing the subject too quickly soon tells others you're not interested in anything they 
have to say. 

Sparrer. You hear what's being said but quickly belittle it or discount it. That puts you in the same 
class as the derailer. 

Placater. Agreeing with everything you hear just to be nice or to avoid conflict does not mean you're 
a good listener. 


SOURCE: Communication Briefings, as adapted from The Writing Lab, Department of English, Purdue University, 1356 Heavilon 
Hall, West Lafayette, IN 47907; Berko, Communicating, p. 53 


] 


Directions: Copy the following comparison chart on your own paper. (You may 
also prepare this assignment on a computer using tables.) Provide sufficient 
writing space in each cell or box for your answers. The left column gives you 

three listening situations. In the middle column, write one of the categories of 
poor listeners that represents a behavior you tend to exhibit in that specific 
listening situation. Briefly describe a specific situation in which you exhibited 
this behavior. In the right column, write suggestions you can use to improve your 
listening skills in each listening situation. 


eS | 


Suggestions to Improve 


Listening Situation Type of Poor Listener 


Discussing a personal issue 
with a family member 


Talking with a small group 
of friends at a social event 


Participating in a small 
group discussion in class 


Using the Cornell Notetaking System for Lectures 


Many classes will require you to have strong listening skills in order to under- 
stand the lectures you will hear and to capture the information to place in your 
notes for future studying. Capturing the information from lectures is important 
for several reasons: 


@ Lectures help you understand the course content better. 
@ Lectures often clarify or expand textbook information. 


@ Lectures help identify and emphasize the important course information that 
you are expected to learn. 


@ Lectures provide additional information or points of view that are not 
included in the textbook. 


The Cornell notetaking system presented in Chapter 8 is the same notetak- 
ing system you will use to take effective lecture notes. For many students, tak- 
ing notes from a textbook is not too difficult because the information is printed 
and the pace for taking notes is controlled by you. During lectures, however, you 
do not have the advantage of controlling the pace, and you often do not have the 
advantage of knowing the overall organization that will be presented in the lec- 
tures. Some teachers do provide students with an outline for the lecture or 
begin the lecture by listing the main topics that will be covered. Even with an 
initial outline, you will need to learn new skills that will allow you to keep up 
with the lecture and select the appropriate information for your notes. You will 
also need several new techniques for organizing notes during a lecture. Begin 
by reviewing the five R’s of Cornell that you will be using for your lecture note- 
taking: record, reduce, recite, reflect, and review. 


1. Record 2. Reduce 3. Recite 4. Reflect 5. Review 


AS, 


EAS, 


—) 


€ 


Cemcntaht A UManahtan Mifflin Camnanv All richt< recerved. 


CHAPTER 10 Listening and Taking Lecture Notes 269 


Group Processing: Form groups of three or four students. Complete the following directions. 


A Collaborative 
Learning Activity 


1. Ona large chart, make two columns. In the left column, brainstorm prob- 
lems that students encounter when they take lecture notes. List as many 
problems as you can think of in ten minutes. 


2. In the right column, brainstorm possible solutions for each of the prob- 
lems. Include solutions you know from personal experience and solutions 
you have read in this textbook. You may use information that appears later 
in this chapter as well. 


A Jo BRAK SPAS Sk VE 
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The following techniques are designed specifically for taking lecture notes. 
When you use them properly, you will have less difficulty “keeping up” and will 
be able to capture the most important information in your notes. These tech- 
niques are needed to deal with the discrepancy between rate of speech and rate 
of writing. The average rate of speech during a lecture is 100-125 words per 
minute. The rate of writing is about 30 words per minute. Noticing the 
discrepancy between the rate of speech and the rate of writing makes it appar- 
ent that you will not be able to write word for word. The following techniques 
will help you modify your writing so that you will be able to “keep up with 
the speaker.” 


Techniques for Recording Information 


Familiarize Yourself 
with the Lecture 
Topics 


Paraphrase 


QnKwHD 


1. Familiarize yourself with the lecture topics before the lecture. 
. Paraphrase the speaker by shortening and rewording. 

Use abbreviations to reduce the amount of writing. 

. Create a set of common symbols. 

. Use a modified form of printing/writing. 

. Practice often. 


Taking effective lecture notes can be difficult if the instructor presents unfamil- 
iar terms and concepts. You can be better prepared for taking notes from lec- 
tures by familiarizing yourself with new terminology and concepts before the 
lecture. Refer to your course syllabus or previous class notes so you know the 
topic for the upcoming lecture. Survey (preview) the chapter if you do not have 
time to read the entire chapter before class. Becoming familiar with chapter ter- 
minology (and new symbols) before the lecture is especially important for math 
classes. Preparing a special list of new terminology, which includes new sym- 
bols, and keeping this list next to your notetaking paper can facilitate the 
process of taking lecture notes and can help you learn the new terminology 
more quickly. Becoming familiar with new terminology and concepts before 
the lecture increases your effectiveness. By knowing the contents of the chapter 
in advance, you gain a sense of confidence and know that you can return to the 
textbook for further explanations or clarifications, if needed, after the lecture. 


Paraphrasing means to put information into your own words. By paraphras- 
ing, you will be able to shorten the information. Paraphrasing is a mental 
process that must be done quickly. As soon as you capture the speaker's words 


and interpret the message, write the information ina shortened form. Your sen- 
tences do not need to be grammatically correct. Words such as the, an, and, 
there, and here may be left out of your sentences, for they do not add to the over- 
all meaning. Paraphrasing is perhaps one of the most difficult parts of notetak- 
ing, but with practice and familiarity with different teachers’ lecture styles, 
your skills at paraphrasing will improve. 


Use Abbreviations Many words can be abbreviated to reduce the amount of writing. When you 
ee «a find content-related words that are frequently used, create your own abbrevia- 
tions for the terms. Other common abbreviations, such as the following, can 

also be used. 


LM 


BC. for because PRES. for president 

EX. for example SOC. for social or sociology 

IMP. for important SOL. for solutions 

POL. for politics W/OUT for without 
Create a Set of Frequently used words can also be represented by symbols. The following sym- 
Symbols bols are often used in notes to reduce the amount of writing. 
ffs & and —+ leads to/causes 

@ at < less than 

J decreases > more than 

# doesn’t equal # number 

= equals +/— positive/negative 

T increases ——therefore 


In lecture notes from a math class, you will need to use symbols frequently. 
Become familiar with the frequently used math symbols so you can use them 
when you take notes. You may want to create an ongoing list of symbols and 
their English words that you can refer to quickly when needed. 


() quantity p/\q conjunction and 

> greater than p\/q_ disjunction or 

< less than ~p negation (not p) 
Use Modified It is not uncommon to hear a person say that college ruined his or her hand- 
Printing writing. Lecture notetaking requires quickness; time is of the essence. As a 


mm result, many students move toward a style of handwriting that is functional 
without great emphasis on style, neatness, or consistency. One way to increase 
your writing speed is to use a modified form of writing that consists of a mix- 
ture of cursive writing and printing. Feel free to experiment with this mixture of 
cursive writing and printing to see if it increases your speed. Of course, when 
you are required to handwrite a personal letter or a job application, return to 
your neater, more consistent style of writing. Since your notes are usually only 


for you to see, relax your handwriting standards (but not to the degree that your 
writing is illegible). 


é 


Practice Often Notetaking gets easier if you practice often. You can practice Cornell notes in 


i |Z every Class and also at home. Practice taking notes as you watch educational 
television, attend meetings, listen to a sermon, or even talk on the phone! 
Many situational opportunities are available to practice your skills. Practice 


will increase your ability to paraphrase quickly and capture the speaker's main 
points. 
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Listen for 
Key Words 


Listen for 
Terminology 
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for Organizing Information 
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Knowing how to structure notes is sometimes difficult because you do not have 
a clear sense of the overall organization of the content of the lecture. Most lec- 
tures are organized with headings (main ideas) and supporting details; the 
problem is that you don’t usually have access to the instructor’s notes that show 
this outline. Sometimes instructors provide students with an outline or may 
provide students with an outline if it is requested or suggested. If no outline is 
available, you will need to listen carefully for the main headings or shifts in 
ideas. In all situations, you will then need to listen and select the important 
details. 

Selecting the important information and the right amount of information 
can be challenging. If your notes are too brief and lack sufficient details, they 
will not be very helpful when you need to study the information or prepare for 
tests. Notes that are too detailed can always be reduced during the reduce step 
of Cornell, so don’t worry about having too many notes. More is better than not 
enough. Selectivity is the key. If you know some information is not essential, do 
not add unneeded information to your notes. If you are not sure if some infor- 
mation is going to be meaningful or essential, try to include it in your notes to 
be safe. The following techniques will help you organize your notes in mean- 
ingful ways: 


Techniques for Organizing Your Notes 


_ 1. Listen for key words that signal headings and main points. 


. Listen for terminology and definitions. 

. Listen for important details (dates, names, facts, and statistics). 

. Listen for ordinals (number words). 

. Listen for examples. 

. Use verbal and nonverbal clues as signals. 

. For math lectures, copy every step of the problems and write explanations for 
each step. 


The words in the following list often signal a new heading or a new supporting 
detail. As soon as you hear these key words, ask yourself if the topic (heading) 
has shifted in the lecture, or if the instructor shifted to a new supporting detail. 


advantages effects parts stages 
benefits factors principles steps 
causes findings purposes techniques 
characteristics functions reasons types of 
conclusions kinds of rules uses 
disadvantages methods solutions ways 


In Chapter 8 you learned the importance of identifying and taking notes on 
terminology you encounter when you read. For the same reasons, getting ter- 
minology and definitions in your notes is important: understanding the termi- 
nology lays a strong foundation for learning course content. Word clues often 
signal definitions and signal you to get the information in your notes: 


X means... X is definedas... The definition of Xis... 
X is also called... X,alsoreferredtoas...  X,alsoknownas... 


When you hear these words, use the abbreviation DEF, to signal you are writing 
a definition. Or you may want to use the equal sign (=) as your own symbol to 
connect a word to a definition: X = definition... . 


Listen for Details As discussed in Chapter 8, supporting details are dates, names, facts, statistics, 
definitions, and examples that develop or “prove” the main idea. Notes with suf- 
ficient details for future use need to include the above kinds of information. If 
you find yourself only writing headings or just listing a few points and writing 
very little, chances are you need to start adding more supporting details to 
strengthen your notes. 


Listen for Ordinals When you hear “first,” make that point number 1 in your notes. Ordinals 
(number words) help you organize the details in your notes and confirm that 
you are selecting the correct number of separate points for your notes. In addi- 
tion to the ordinals that are number words, there are also place holders, or 
words that represent a number. The following words are examples of ordinals 
and place holders: 


first next in addition 
second also last 
third another finally 


Listen for Examples Examples often serve as vivid triggers or reminders about a specific main idea 

= or point that is being developed. Frequently, examples are informative and 
interesting; association between the example and what you are expected to 
learn is easier. For that reason, reference to the example should be in your 
notes. Sometimes, however, a considerable amount of time is spent on the 
example, especially if it is an anecdote of a personal experience. Your notes only 
need to show the basic idea of the example as a reminder of the placement of the 
example in the lecture; your notes do not need to “retell the whole story.” 


Use Verbal and Key words such as kinds of, steps, advantages of, and so forth, are verbal clues 
Nonverbal Clues that signal the information is important. The following verbal clues are even 
sainenuceeasurae <mmemms Stronger signals of information that should be included in your notes: 


“This is important. You need to know and understand 
is. 


“This will be on the next test.” 
“As I have already said .. .” (ideas are repeated). 


“Be sure you copy this information (from the over- 


head or chalkboard).” 


“If you haven't already done so, be sure you read care- 
fully the information on pages... .” 


“‘Tcant emphasize enough the importance of... .” 


A person's intonation (pitch of his or her voice), vol- 
ume of voice, and rate of speech are also verbal clues.” = 
Listen to your instructor's patterns carefully. Does he or 
she speak louder, more enthusiastically, faster, slower, 
or at a different pitch when giving important informa- 
tion? Many speakers may not even be aware of the ver- 
bal patterns they use to emphasize important points, 


Le ey eee a es, (ee ene eee | 


How doaae-nowecaster's valec ch nae eltariiees but focused listeners can identify the patterns and use . 
a story? What words receive more emphasis? __ the information to help select the important ideas for ' 
their notes. : 


Copy Every Step in 
Math Problems and 
Write Explanations 
for Each Step 


Finding Solutions to Common Notetaking Problems 
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Information that is written on the chalkboard or charts or graphs that are 
displayed on an overhead projector are actually visual clues that information is 
important. As the information is discussed, you have another verbal clue that 
the chart, graph, or information on the board is important. If it were not impor- 
tant, why would the instructor spend time displaying it? Information on the 
board or on overheads should appear in your notes on a regular basis. 

Watch your instructor’s nonverbal clues or patterns as well. Body stance, 
hand gestures, and facial expressions (forehead wrinkles, eyebrows rise) are 
nonverbal clues that communicate to observant listeners. If the instructor 
pauses to look at his or her notes or simply pauses to allow you time to write, the 
pauses are nonverbal clues. Writing information on the board, pointing to parts 
of it over and over, and circling words on the board are also nonverbal clues 
indicating that information is important. 


The majority of lecture time in math classes involves the discussion and expla- 
nation of solving math problems. As the instructor writes math problems on the 
board, strive to copy the exact information in your notes. Next to each step of 
the problem-solving process, write brief explanations or paraphrase the 
instructor’s explanation of the step. Include as much other information as pos- 
sible, such as when to use a given theorem or sequence of problem-solving 
steps. If you miss some information, insert question marks; you can return to 
these questions marks after the instructor completes the problem, or you can 
refer to your textbook to fill in the missing information. 


Learning to take effective lecture notes occurs through experience with differ- 
ent teachers, lecture styles, and content. The following problems that you may 
encounter in taking lecture notes are common to many college students. 
Solutions for these problems follow. 

“Keeping up” even after using the techniques previously discussed 

A wandering mind because of a slow lecture style 

Sidetracking by the instructor 

Spelling problems 

Poor concentration and inattentiveness 

Disorganized notes 

Lectures that follow the book exactly and move too quickly 


Frustration and the tendency to stop writing 


Solutions to Common Notetaking Problems 


1. To help you “keep up,” leave a gap and continue, or shift to paragraph form. 

_ Use active listening techniques when the rate of speech is too slow. 

. Take notes on “sidetracking.” 

. Spell as it sounds and check the spelling later. 

_ Use active listening techniques to combat inattentiveness, boredom, or poor 
concentration. 

6. Work with your notes immediately after the lecture. 

7. Highlight and take notes in the book instead of on paper when the lecture follows 

the book. 
8. Keep writing even though information is difficult, confusing, or unorganized. 
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Leave a Gap or Shift 
to Paragraphs 
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If you fall behind, do not stop writing and decide to just listen. Instead, leave a 
gap in your notes and start taking notes again for as long as you can keep up 
with the instructor. After class, ask another student or the instructor to help fill 
in the gaps. The more you practice and use the strategies in this chapter, the less 
frequent and the smaller will be the gaps in your notes. 

You can also shift to paragraph form. Notes are definitely easier to work 
with when they are clearly organized. However, you will encounter times when 
you simply cannot keep up with the instructor and organize your notes at the 
same time. If you find yourself slowing down by trying to decide if a detail is a 
supporting detail or one that should be indented, shift to writing in paragraph 
form. Simply keep writing what you hear; paraphrase by restating the informa- 
tion in your own words or write abbreviated sentences. Later, when you have 
more time, you can reread the paragraph and organize it ina more meaningful 
way when you make the recall column. 


Reading 
April 20 


Critical Thinking 
. DEF-Process of constructing & evaluating meaning. 


Paragraph Form . Writers have stories that unfold. Can be fiction or 


Use Active Listening 


facts. Our understanding changes as we hear more of 
the story. All this happens in the mind. 
. Learn to interpret 
—supporting detail 
—<supporting detail 


There are times when you may find your mind wandering because the speaker 
is talking too slowly. Again, the problem is attributed to a discrepancy between 
rates. The rate of speaking may be one hundred words or less or an example may 
go on too long to be meaningful. The rate of thinking is about four hundred 
words per minute. Your mind is moving much more quickly than the words of 
the speaker. The result is often daydreaming, doodling, or losing focus. In addi- 
tion to the listening techniques covered at the beginning of this chapter, the fol- 
lowing techniques can help you become an active listener: 


Keep Writing Even if the details do not seem vital to your notes, write them 
anyway. You can always eliminate them later by not including them in the recall 


column of your notes. By continuing to write, you remain actively involved with 
the lecture. 


Mentally Summarize In your mind, run through the main ideas and the 


supporting details that have been discussed. Try to mentally review and 
summarize them. 


Anticipate the Next Point With focused listening, you can often tune in to 
the speaker's outline. Keeping in mind the points that have already been dis- 


cussed, anticipate or guess the next point. Then listen carefully to determine 
whether your prediction was correct. 
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Take Notes on 
Sidetracking 


Important Foints 
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Spell What You Hear 
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Mentally Question the Information Ask yourself several basic questions. 
Do you agree with the information? Does it agree with the textbook? Does it go 
beyond the textbook? How does it relate to other areas previously presented? 


Some organizational problems occur because the instructor sidetracks by dis- 
cussing something that does not seem to fit the outline of the lecture. When you 
know this has happened, continue to take notes on any of the “sidetracked” infor- 
mation that may be important. Try to organize this information under headings 
with main ideas and important supporting details. Where should you place this 
information in your notes? There are two options that work well: 


@ Since you are taking notes on only one side of the paper, use the back side of 
the previous page of notes. Record your sidetracked notes here. 


M™ Continue to take notes in the Cornell column. When you finish taking the 
sidetracked notes, draw a box around this information to set it off from your 
regular set of notes. 


sidetracking 


Write what you hear, even if you know it is misspelled. As soon after class as 
possible when you develop the recall column, correct the spelling by any of the 
following methods: 

M@ Use a portable spell checker or language master for quick correcting. 

@ Enter the word on a computer and run the spell checker command. 

@ Check the textbook chapter, index, or glossary. 

HM Use areference book of common misspellings and correct spellings. 

@ Ask another student for the correct spelling. 


™ Use a dictionary. (This is the most lengthy process if your spelling is too far 
from the correct spelling.) 


Many strategies are available to help you, an adult, learn to be a better speller 
and “sound words out” more accurately. You may shudder at the thought of a 
spelling class if you remember the problems you had in your younger years. 
Good news! Approaches in teaching spelling have changed drastically over the 
years, so explore the new strategies and take the initial steps to become a 


stronger speller. 
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Use Active Listening 
Strategies 
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Work with Your 
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Review the section on active listening, and then identify specific strategies 
you can use to strengthen your listening skills. You can also use the follow- 
ing techniques to increase your attentiveness, concentration, and listening 
comprehension: 


1. Sit near the front of the room. You will encounter fewer distractions and be 
able to see the board or the overhead screen more easily. 


2. Set goals for yourself that include specific strategies you wish to implement 
during lectures. This may include becoming comfortable with asking ques- 
tions, using techniques to eliminate internal and external distractions, cre- 
ating a stronger interest in the subject, or using mental discipline to follow 
your instructor's lecture outline. 


3. Be prepared by having sufficient notebook paper, pencils or pens, and your 
textbook ready to use at the beginning of the lecture. Begin notetaking as 
soon as the lecture begins; continue taking notes through to the end of the 
class. 


A time-management technique discussed in Chapter 3 (page 70) recommends 
that you schedule a study block as soon after a lecture class as possible so you 
can work with your notes while the information is still fresh in your mind. 
During this study block, work with your notes in the following ways: 


1. Add missing details or fill in gaps that you left in your notes. Confer with 
other students or your instructor, or refer to your textbook for missing 
information. 


2. If your notes appear disorganized, you do not need to rewrite them simply 
for the sake of producing a neater set of notes. Instead, find ways to add 
more structure or organization to the existing notes. You might want to 
insert headings or number individual details. You might want to highlight 
the most important information or circle important terminology. Since you 
will be working mainly with your recall column, your time will be better 
spent creating an organized recall column than it would rewriting your 
notes. 


3. On the back side of the opposing page, you can make lists of important 
information, a brief outline of the key points, or a list of questions you 
would like to ask in class. 


4. Some students insist on rewriting their notes or typing them on a com- 
puter. Some teachers advise against this practice because of the time 
involved. For many students, this advice is good; time can be better spent 
on reciting, reflecting, and reviewing activities. However, students who are 
kinesthetic or highly visual may find value in rewriting or typing notes. The 
physical process of rewriting boosts memory and recall of the information. 
If this is the case, rewriting notes, reordering information, and adding 
more structure to the notes is a meaningful and effective use of time. 


5. After you have spent some time rereading your notes, focus on creating an~ 


effective recall column. Begin by moving the headings from your notes into 
the recall column. Reread each section of your notes; create study ques- 
tions in the recall column. Because the study questions function as a form 
of self-quizzing, do not include answers. Add individual words, such as ter- 
minology, in the recall column so you can practice reciting definitions. 
Remember that a well-organized recall column that will guide you through 


the reciting process is more important than organized notes in the right 
column. 


Pi eg EE a oo Onan All eoahte receruven 


MIT EEG AES Nt SAU GA UEL IVERAEEAEL WOE Deathly. Fil PISS TESCrVed. 


CHAPTER 10 Listening and Taking Lecture Notes 277 


Highlight and Take You will encounter a wide variety of lecturing styles in college. Lecturing 
Notes in the Book straight from the book is not very common, but it does occur. If you try taking 
seasmiaiinaceenaas “sees notes froma teacher who lectures from the book, the rate of speech is too rapid. 
When this occurs, save the Cornell notetaking for later. Instead, follow along in 
the book. Highlight the points as they are mentioned in class. Make marginal 
notes throughout the book. After class, if you want to have Cornell notes as one 
of your methods of studying for the class, use the highlighting, the marginal 
notes, and the organizational structure (headings and subheadings) to guide 
y you in making Cornell notes. 


Keep Writing One of the most common mistakes students make when information is diffi- 

EEL DLO seme= cult, confusing, or unorganized is to stop writing and just listen. In actuality, 
this is the time that writing is more important than ever. If you can write down 
the information, even if you are not understanding what is being said and have 
difficulties paraphrasing, the information you write will provide you with 
material to look over later, to ask other students or the teacher about, and to 
compare to the information in the textbook. So, when the task gets difficult, 
keep writing. You can sort it out later. 


/ 


BW Exercise 10.3 Lecture Notes on Vocabulary 


If your instructor elects to use this exercise in class, he or she will present a 
lecture on vocabulary skills. As you listen to this lecture, take a complete set of 
Cornell notes. Your instructor may then provide you with a sample set of notes 
for comparison. Though your notes will not be identical to the sample notes, 
your notes should contain the same main ideas and similar supporting details. 
The Assessment Form on page 279 may be used to evaluate your notes. 


W Exercise 10.4 Taking Lecture Notes 


Select any one of your classes. Use the Cornell system to take notes from one of 
the lectures. On your own paper, identify the class, the topic, and the instructor's 
name. Answer the following questions. Turn your answers in with your lecture 
notes. (Your lecture notes may be evaluated by the Assessment Form on page 
279.) 


1. What problems did you have taking notes from this lecture? 

2. What are possible solutions for the problems you had? 

3. How soon after the lecture did you work on the recall column? Did this seem effective? Why or 
why not? 

4. Did the recall column work for you? Did it give you enough or too much information to help you with 
reciting? Explain. 
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—" Bz Exercise 10.5 Case Studies 


Each of the following case studies describes a student situation. Read each case 
study carefully; highlight key ideas or student issues. On separate paper, answer 
the question that ends each case study. In your response, address the key points 
that you highlighted and that directly relate to the question. Use complete 
sentences in your answers. These case studies are also available online; you can 
email your response to your instructor or print a copy of your work online. 


1. Calib has learned the five R’s of Cornell. His notes are well organized; his recall columns give complete 
lists or complete sentences to summarize his notes. To study and review his notes, he rereads the 
recall column. Calib usually does well on all the test questions that cover the textbook information, 
but he frequently misses questions that come from lectures. He does not understand why, since it 
seems to him his notes are thorough and he spent time reading the recall columns. How does he need 
to modify his approach? 


2. Kimberly is very uncomfortable sitting in a classroom. She often feels like other students are watch- 
ing her so she sits in the back corner. She has a lot of problems taking notes. Her notes are too brief 
and ineffective for studying. Sometimes she has problems with her notes because she cannot clearly 
see what is written on the board. Other times she simply loses her concentration by watching other 
students. When she does try taking notes, she cannot write fast enough to get all of the teacher's words 
on her paper. What would you recommend? 


3. Alex has an outgoing personality. He enjoys discussions and contributing his ideas in class. However, 
he frequently annoys his classmates and instructors during lectures. He seems to verbalize every 
thought that enters his head. Thinking he is participating in class, he often interrupts the instructor 
with irrelevant questions, or he asks the instructor to repeat information or slow down so he can write 
the information in his notes. What techniques does Alex need to learn in order to be a more effective 
listener and positive contributor to the class environment? 


Ce Exercise 1.7 LINKS 


Work in groups of three or four students. On legal-sized paper or chart paper, 
draw and label the Information Processing Model. Use your understanding of the 
listening process and the five R’s of the Cornell notetaking system to show what 
occurs in each step of the Information Processing Model when you take and 
study lecture notes. You and the members of your group may be asked to explain 
your work to the rest of the class. 


] Reflection Writing 3 CHAPTER 10 


On a separate piece of paper or in a journal, do the following: 


1. Discuss specific difficulties you have taking lecture notes for two or more of your 
classes. 


2. For each class, discuss techniques you can use to overcome these difficulties to 
create more effective lecture notes. 
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Cornell Notetaking Self-Assessment Form 1 _ 


Name Date 
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Notes for 


Strengths of Your Notes 
Your Notes Column 


You clearly showed and underlined the 

_ headings. 

Your notes will be easier to study because 

you left a space between new headings or 

sections of information. 

——__— Your notes show accurate and sufficient 
details. 

—__— You used meaningful phrases or shortened 
sentences effectively so the information is 
clear and understandable. 

—__— You paraphrased and shortened 
information effectively and captured the 
important ideas. 

—_ Your notes are well organized. You 
effectively used numbering and 
indentations for supporting details. 

—______ You included important visual 
information that appeared on the board or 
the overhead. 

___ Your notes are neat and easy to read. 

__ You used notetaking standards effectively: 
you wrote on one side of the paper, you 
included a heading, and you numbered 
pages. 

___ You completed your notes by filling in any 

gaps, correcting spelling, or adding details 

after class. 


Your Recall Column 


You used a 24-inch column. 

You placed your headings, questions, and 
key words directly across from the 
information in your notes. 

Your questions and key words are 
effective. 

Use the recall column to check its 
effectiveness. Add more self-quizzing 
questions, visual cues, or hints to guide 
reciting if necessary. 


Other Comments: 


Areas for Improvement in Your Notes 


Strive to identify and underline headings. 
Leave a space before you begin a new 
heading or section of information so your 
notes will be less crowded or cluttered. 
Include more information in your notes. 
Your notes lack some important details. 
Short phrases or isolated words lose 
meaning over time. Use more sentences or 
more detailed phrases to capture 
important ideas. 

Use paraphrasing or shortened sentences 
to capture the important ideas. Your notes 
are unnecessarily lengthy. 

Strive for clearer organization. Number 
and indent supporting details. 

Include information that appears on the 
board or the overhead. 

Strive for neater penmanship and 
readability. 

Write on one side of the paper. Include a 
heading on the first page. Number all the 
pages of your notes. 

Complete your notes by filling in any gaps, 
correcting spelling, or adding details after 
class. 


Use a 24-inch column on the left. 
Place the headings, questions, and key 
words directly across from the 
information in your notes. 

You need more meaningful questions and 
key words in the recall column. 

You are giving yourself too much 
information in the recall column; use 
questions without answers so you will 
have more to recite. 

Use the recall column to check its 
effectiveness. Add more self-quizzing 
questions, visual cues, or hints to guide 
reciting if necessary. 


Photocopy this form before you use it. 
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Cornell Notetaking Self-Assessment Form 2 


Name Date 


Strengths of Your Notes 
Your Notes Column 


___ You clearly showed and underlined the 
headings. 

__ Your notes will be easier to study because 
you left a space between new headings or 
sections of information. 

__ Your notes show accurate and sufficient 
details. 

__ You used meaningful phrases or shortened 
sentences effectively so the information is 
clear and understandable. 

_____. You paraphrased and shortened 
information effectively and captured the 
important ideas. 

____. Your notes are well organized. You 
effectively used numbering and 
indentations for supporting details. 

—__—_ You included important visual 
information that appeared on the board or 
the overhead. 

____. Your notes are neat and easy to read. 

_____. You used notetaking standards effectively: 
you wrote on one side of the paper, you 
included a heading, and you numbered 
pages. 

—__ You completed your notes by filling in any 
gaps, correcting spelling, or adding details 
after class. 


Your Recall Column 


—_____ You used a 24-inch column. 

_____ You placed your headings, questions, and 
key words directly across from the 
information in your notes. 

_____ Your questions and key words are 
effective. 

____—._ Use the recall column to check its 
effectiveness. Add more self-quizzing 
questions, visual cues, or hints to guide 
reciting if necessary. 


Other Comments: 


Notes for 


Areas for Improvement in Your Notes 


Strive to identify and underline headings. 
Leave a space before you begin a new 
heading or section of information so your 
notes will be less crowded or cluttered. 
Include more information in your notes. 
Your notes lack some important details. 
Short phrases or isolated words lose 
meaning over time. Use more sentences or 
more detailed phrases to capture 
important ideas. 

Use paraphrasing or shortened sentences 
to capture the important ideas. Your notes 
are unnecessarily lengthy. 

Strive for clearer organization. Number 
and indent supporting details. 

Include information that appears on the 
board or the overhead. 

Strive for neater penmanship and 
readability. 

Write on one side of the paper. Include a 
heading on the first page. Number all the 
pages of your notes. 

Complete your notes by filling in any gaps, 
correcting spelling, or adding details after 
class. 


Use a 24-inch column on the left. 

Place the headings, questions, and key 
words directly across from the 
information in your notes. 

You need more meaningful questions and 
key words in the recall column. 

You are giving yourself too much 
information in the recall column; use 
questions without answers so you will 
have more to recite. 

Use the recall column to check its 
effectiveness. Add more self-quizzing 
questions, visual cues, or hints to guide 
reciting if necessary. 


Photocopy this form before you use it. 
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SUMMARY 


M Listening is an active process that involves 
understanding and attaching meaning to what 
you hear. 


M@ A wide variety of factors influence a person’s 
ability to be a good listener. They include atti- 
tude, interests, environment, experiences, & 
learning styles, and personal background. 


@ The process of listening occurs in five steps: 
reception, attention, perception, assignment of ia 
meaning, and response. Each of these steps 
corresponds to steps in the Information 
Processing Model. 


@ Twelve different strategies can be used to 
strengthen your active listening skills: 


1. Eliminate distractors. 

2. Pay attention to levels of information. 

3. Stay tuned jn. 

4. Monitor your emotional response. 

5. Create an interest. 

6. Ask relevant questions. 

7. Be nonjudgmental. 

8. Posture and position yourself for listening. 
9. Visualize the topic and content. 

10. Paraphrase the speaker. 

11. Pay attention to nonverbal clues. 

12. Enroll in a listening class. 


H The same five steps for the Cornell notetaking 
system for textbook notes are used for lecture 
notes: record, reduce, recite, reflect, and 
review. 


HM Discrepancies between the rate of speech 
(100-125 words per minutes) and the rate of 
writing (30 words per minute) can create note- 
taking problems. You can overcome the effects 


created by these discrepancies by familiarizing 
yourself with the topic, paraphrasing, using 
abbreviations and symbols in your notes, using 
modified printing, and frequently practicing 
your notetaking skills. 


Techniques for organizing information involve 
listening for key words, terminology, important 
details, ordinals, and examples. 


Verbal and nonverbal clues often signal impor- 
tant information to include in your notes. For 
math classes, your notes should include non- 
verbal or visual clues (problems written on 
the board and solved in class) and verbal 
clues (explanations for each step of the math 
problem). 


Learning to take effective lecture notes requires 
that students adjust to a variety of teachers, lec- 
ture styles, and content. Additional notetaking 
strategies exist to deal with specific notetaking 
problems. These include: 


1. Leaving gaps or shifting to paragraph form 

2. Using active listening techniques to combat 
slow rates of speech 

3. Taking notes on sidetracking information 

4. Spelling unfamiliar words by the way they 
sound 

5. Using active listening techniques to combat 
inattentiveness and poor concentration 

6. Organizing notes by working with them 
immediately after a lecture 

7. Highlighting and taking notes in the text- 
book for lectures that follow the textbook 

8. Continuing to write even though informa- 
tion is difficult, confusing, or unorganized 


(«) ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 


links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 


If you are working on your own computer, bookmark this web site. 
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LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 10. Your instructor may assign one 
or more specific options or may ask you to select one or more options that inter- 
est you the most. 


1. 


Expand the Chapter 10 mapping on page 259. Reread the information under each heading in your 
textbook. Extend branches on the mapping to show important key words or phrases for each heading. 
You can add pictures and colors to your mapping to accentuate the points. (See the example in 
Chapter 1, page 25.) 


. Create a listening log for one week. Record the various situations you encounter in which you need to 


assume the role of a listener. Record the situation and your listening behavior. Discuss any specific lis- 
tening strategies you were aware of using. Evaluate your effectiveness in each situation; include sug- 
gestions for ways you could have handled the listening situation even more effectively. 


. Use the Internet or your library system to locate an informative web site or periodical for the topic 


listening or listening skills. Print or copy the information. Prepare a short presentation or a written 
summary of the most significant information. In your presentation or summary, explain how the con- 
tents of the web site or the periodical relate to the content of Chapter 10. 


. Conduct an Internet search for the topic lecture notes. Print the web sites that are informative and 


provide new information on lecture notetaking. Prepare a handout that gives the web site addresses 
and a brief summary of each web site. This handout may be distributed to other class members, so 
give due attention to its accuracy and visual format. 


. Create a poster, a collage, or a brochure that depicts one of the following: the steps in the listening 


process, techniques for active listening, or notetaking skills for lectures. You may use magazine pic- 
tures, photographs, your own drawings, or computer graphics. Organize the information in a logical, 
appealing manner. Provide written explanations as needed to convey significant points about your 
project. 


. Forma group with three or more students to meet outside class for notetaking practice. Each student 


needs to prepare a five-minute lecture-style presentation that provides information about a topic 
from one of his or her classes. The other students in the group practice taking notes on the presenta- 
tion. Each presenter should then discuss his or her main points and details so the group members can 
evaluate the completeness of their notes. Complete sets of notes for each presentation need to be 
turned in after the group work is finished. 


. Compile a set of three or more lecture notes that show the content of three lectures from any of your 


classes. You may substitute lecture notes with notes from videotapes if you prefer. (Check your school 
library for available videotapes for topics that interest you.) When you turn in your notes, be sure to 
complete the recall column and include the source of your information. 


Copyright © Houghton Mifflin Company. All rights reserved. 


Name 


ee ee ee, Se Date 283 


CuapterR 10 REVIEW QUESTIONS 


True-False 


Carefully read the following sentences. Pay attention to key words. Write T if the 
statement ts true. Write F if the statement is false. 


10. 


Listing 


Active listening involves attaching meaning to verbal and nonverbal communication. 


A person’s levels of concentration, motivation, stress, and intent affect his or her listening 
effectiveness. 


In the listening process, a person provides a verbal or a nonverbal response after he or she 
has received, attended to, perceived, and assigned meaning to the content of a spoken 
message. 


Creating an interest in a subject and visualizing the information presented by the speaker 
are two strategies that help to strengthen a person’s listening skills. 


When you fall behind and miss information in a lecture, you should stop writing and rely 
on your auditory memory skills. 


During a lecture, you should develop the recall column whenever the rate of speech of the 
lecturer slows down or the lecturer spends excessive time expanding an example. 


Listening for key words that signal headings, writing and underlining headings, number- 
ing major points under headings, and leaving two inches of space between each new head- 
ing are effective strategies for creating well-organized notes. 


You can increase your speed of writing lecture notes by paraphrasing, using abbreviations 
and symbols, writing shortened sentences, and using a form of modified printing. 


When you begin to lose your concentration because the speaker is talking too slowly, you 
can maintain your level of concentration by summarizing the lecture information, antici- 
pating the next point, or creating mental questions about the content of the lecture. 


Some listening problems stem from the differences that occur in the average rate of 
speech (100-125 words per minute), the average rate of writing (30 words per minute), 
and the average rate of thinking (400 words per minute). 


List the 5 R’s of Cornell notetaking. After each step, briefly explain what you do 


during that step. 
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Short Answer and Critical Thinking 


1. Briefly discuss two external factors and two internal factors that may affect a person’s ability to be an 
active listener. 


2. Label the five steps of the listening process. Below each step, briefly define or explain what happens 
during that step. 


ae en | > sen rE omen ea rh 


3. Marshall becomes easily frustrated when he needs to take lecture notes in his math class. He doesn’t 
understand the terminology his instructor uses, so he quickly loses his focus on the lecture. He strug- 
gles to see the problems on the board and to get the problems written in his notes. What notetaking 
strategies do you recommend Marshall learn to use to produce a higher-quality set of lecture notes? 
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visual notetaking 
visual mappings 

level one information 
level two information 
level three information 


Using 
Visual hierarchies 
Notetaking comparison charts 
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three-column notes 


to Learning 


Mappings 
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Notes Notetaking Hierarchies 
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Creating 
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Creating 


Comparison 
Charts 


Tailoring your approach to learning involves becoming familiar with an array of 
strategies, learning to use the strategies, and then selecting those strategies that 
work most effectively for you and the content or course you are studying. Visual 
notetaking provides you with an avenue to use your visual skills and creativity to 
capture important information in the form of visual mappings, hierarchies, or 
comparison charts. Structured formal outlines are another option that provides you 
with a study tool for reciting and explaining information. The last notetaking option in 
this chapter, the three-column notes, provides you with an alternative format that can 
serve multiple functions. By learning to use all of these notetaking options, you will be 
better equipped to individualize the process of learning to achieve greater success. 
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) CuHaPTER 11 Using a Variety of Notetaking Systems Profile 
ee 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the profile 
for Chapter 1 on page 2. 

ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


YES NO 


1. I am comfortable reorganizing or rearranging information instead of 
studying it in the same order it was presented. 


2. Luse reciting frequently when I study. 
3. I draw various kinds of pictures to help me remember what I have read. 


4. IT understand the concept of different levels of information and know how 
to show these levels in my notes. 


5. [learn main ideas well but I often overlook important details. 


6. I use these two principles of memory frequently when I study: recite and 
review. 


7. Iclose my eyes or look up into the air to visualize or picture charts. 


8. When I recite, reflect, and review, I stop to get feedback so that I know 
whether I am remembering information correctly. 


9. I know how to make mappings, hierarchies, comparison charts, formal 
outlines, and three-column notes. 


10. Iam familiar and comfortable with one specific notetaking system, so I use 
that system in all notetaking situations. 


a) Reflection Writing 1 in CHAPTER 11 
On a separate piece of paper or in a journal, do the following: 


1. Discuss your profile score for this chapter. What was your score? What does it 
mean to you? 


2. Do you currently have one specific type of notetaking system that you use 
consistently, or do you use a variety of notetaking methods? Briefly describe 
your current approach to taking notes. 


3. Discuss the benefits you will gain by knowing how to use a variety of notetaking 
formats. 


~ 
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Tailoring Your Approach to Learning 


Learning effective college study strategies involves becoming familiar with an 
array of strategies, learning to use the strategies, and then tailoring your indi- 
vidual approach to learning by selecting the strategies that work most effec- 
tively for you and the courses you are studying. In the following list, notice the 
extent of study skills options you have already learned to use from previous 
chapters. Needless to say, using all of these strategies is not feasible; instead, 
after experimenting with the strategies, you should select specific ones to incor- 
porate in your personal approach to learning. 


1. Strategies that capitalize on visual, auditory, or kinesthetic learning styles 
(Chapter 1) 
2. Strategies for rehearsing and retrieving information along the paths of the 


Information Processing Model (Chapter 2) 


3. Techniques for creating four kinds of time-management schedules that 
meet your individual needs and lifestyle (Chapter 3) 


4. Techniques to keep your momentum to achieve goals (Chapter 4) 


5. Strategies to increase concentration, decrease stress, and decrease pro- 
/ crastination (Chapter 5) 


6. Mnemonics and other strategies to boost your memory and help you pre- 
pare for tests (Chapter 6) 


> 


Notetaking options to use for the record step and study options for the 
review step of SQ4R (Chapter 7) 


Reading strategies to strengthen comprehension and critical thinking 
skills (Chapter 8) 


Reflect and review options for the Cornell notetaking system (Chapters 9 
and 10) 


The first seven notetaking options in the following list have been introduced 
in previous chapters. In this chapter you will learn more about visual mappings, 
hierarchies, comparison charts, formal outlines, and the eighth option, three- 
colurnn notes. You may use all of these options for taking notes from textbooks 
and, with practice, you can also use these options, with the exception of mar- 
ginal notes, for taking notes from lectures. 


1 


2 


— 


Notes on index cards (see Exercise 4.6, 
page 106, and Chapter 7, page 183) 


2. Marginal notes (see Chapter 7, pages 
184-185) 


3. Underlining or highlighting (see Chapter 
8, pages 219-221) 


4. Cornell notes on paper (see Chapters 9 
and 10) 


. Visual mappings or hierarchies 


5 
6. Comparison charts 
7. Formal outlines 

8 


. Three-column notes 


“ss 


as a The goal of any notetaking system is to 
What kind of information is presented in an art history capture important information in notes so 
course? Which notetaking system do you think would be = you have a condensed version of lecture or 
most helpful in a course such as this? textbook material that you can use to study 
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and review. You will need to determine in each notetaking situation which of 
the eight notetaking options seems the most appropriate for the material. 
Frequently, after you take notes on a lecture or a textbook chapter, you may find 
that you want to create a second set of notes to reflect or review the information. 
Using a different notetaking format for a second set of notes is one kind of elab- 
orative rehearsal and application of the Memory Principle of Organization. 
Though you will want to create your own notetaking options, the following 
demonstrate several possibilities. 


1. Take notes using the Cornell notetaking system. Then use the information 
in your notes to create a set of index cards. The index cards show key 
words, short definitions, categories with lists of important information, 
and study questions with answers. 


2. Highlight the textbook. Then make a formal outline of the chapter or a set 
of Cornell notes to use to recite the main ideas and significant supporting 


details. 


3. Make a set of Cornell notes. Then convert the notes into a visual mapping, 
a hierarchy, or a comparison chart. 


4. Create marginal notes in the textbook. Then convert specific sections of 
material into a comparison chart or make a set of index cards. 


When you are enrolled in a course that is difficult or challenging, you may 
feel that you need “all the help you can get.” You may find using three notetak- 
ing options is beneficial and provides you with the opportunity to work with the 
information in a variety of ways. For both lecture and textbook information, 
experiment with the various notetaking systems and combinations until you 
find the most suitable approach for the situation and the one that produces the 


best result. 


ual Notetaking 


In Chapter 1 you explored your learning styles or learning preferences. If you 
have strong visual skills, visual notetaking such as visual mappings, hierar- 
chies, and comparison charts may become your preferred methods for learning 


new information. 


< 
. ae 


What are the benefits of converting textbook 
information into visual notes? How does the use of 
pictures and color strengthen visual memory? 


Although visual notetaking is generally used 
to create reflect activities, some students become 
so proficient with visual notetaking that it can 
replace the Cornell notetaking system. The goal of 
this book is to help you find the methods that work 
best for you. Use visual notetaking as your main 
system of notetaking if it helps you learn and 
remember new information more easily. 


Visual notetaking offers you an opportunity to» _ 


organize, rearrange, and record information in 
creative ways. It incorporates the use of colors, 
pictures, symbols, and graphic formats that utilize 
visual memory skills. Because it draws on your 
originality, there is more than one way to correctly 
present information. You do not need to be artisti- 
cally talented to use visual notes; stick figures or 
basic sketches are sufficient as long as you under- 
stand the pictures you create. Color-coding for 
levels of information or visual components in 


i 6 he ee Oe, A A on wacostredl 


Creating Visual 


How to Create 
Visual Mappings 


LAA TA A A TA 
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your notes accentuates information and strengthens the visual appeal and 
visual memory. Because visual methods involve a relatively new form of notes, 
you may at first feel uncomfortable with these methods. Give yourself time and 
practice to learn these tools; they just may be your key to a stronger memory 
and system for recalling information quickly. 

Students with weak visual skills may want to adapt some of the steps used 
to study from visual notes. If picturing or visualizing information is a struggle, 
the following suggestions are recommended; they help transfer the visual 
aspects of the study tools in this chapter to an auditory approach: 


1. Complete the visual notes as discussed in this chapter. 


2. Turn on a tape recorder. Look at the visual notes you created. 


3. Follow the recommended steps for studying the information. Instead of 
visualizing, verbalize. Discuss the information out loud and speak in com- 
plete sentences. 


You have already had some experience with visual mappings in this textbook. 
(Note that visual mappings in other textbooks and web sites are also referred to 
as cognitive maps, mind maps, or clusters.) You learned the basic techniques for 
creating visual mappings in the Chapter 1 Learning Options (page 25). You also 
learned about visual mappings in the Chapter 2 Links exercise (page 52). 
Mappings can be used in a variety of ways. You can make a visual mapping of 


B A paragraph or a group of paragraphs under one heading. 


B A topic or a subject presented in several chapters and lectures. 


@ Your lecture notes (in addition to Cornell or an alternative 
notetaking method). 


® Information to review for a test. 
@ Each chapter you have covered. 


@ Ideas brainstormed for a paper or a speech. 


Four basic steps are involved in creating visual mappings. Your choice of bor- 
ders, shapes, pictures, and colors in each step gives you the opportunity to be 
creative. 


How to Create Visual Mappings 


1. Write the topic in the center of your paper (level one information). 

2. Write the main ideas or the main headings; use lines to connect them to the topic 
(level two information). 

3. Add major details to support the main ideas (level three information). 

4. Add any necessary minor details. 
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Write the Topic In the center of your paper, write level one information— 
the topic. The topic can be the title of a chapter, the name of a lecture, or the 
subject you wish to map. For example, SQ4R is a subject, not the name of a 
chapter or a lecture. 


Border The border can be a box, a circle, or even a picture. If you are mak- 
ing a mapping of types of real estate investments, you may want the center pic- 
ture to be a house or a building. If you are making a mapping on memory, you 
may want the center picture to be a person’s head. : 

Paper size If you know that your mapping will include many details, you 
may want to work on legal-size paper (eight-and-a-half by fourteen inches) or 
drawing paper that is even larger. If your mapping is on a smaller topic, 
notebook-size paper is sufficient. 


Write MainIdeas Next add the level two information, the main ideas of the 
topic. For a visual mapping of a chapter, use the main headings found in the 
chapter. For a visual mapping of a subject, show the main categories of infor- 
mation related to the subject. (See sample mapping on p. 291.) 

Borders, Shapes, or Pictures To make the main ideas or categories stand 
out, place a border or shape around each item on level two. You may want to use 
a different shape than you used for the topic. Pictures can be used instead of 
geometric shapes or pictures can be placed inside shapes. 

Colors Some people’s memories are strengthened with the use of color. 
Experiment with colors by shading in the main ideas. Use different colors for 
each level of information. 

Spacing Visually appealing and uncluttered mappings are easier to visu- 
alize or memorize. Before you begin adding the level two information, count 
the number of main ideas to decide how to space them evenly around the page. 
Place them relatively close to the topic so you'll have room to add details later. 

Organization The most common organization for this level-two informa- 
tion is clockwise, beginning at the eleven o’clock position. If there is a definite 
sequence to the information, such as steps that must be learned in order, you 
may want to add numbers to the lines that extend from the topic or inside the 
borders. 

Connections Draw a line from each main idea to the topic. This gives a 
visual representation of their relationship. Each main idea is thus represented 
as a subtopic of the topic in the center of the paper. 
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2. Question 


6. Review 
4. Record 


Add Major Details Now add the major supporting details for each main idea. 
This is the level three information. Write only key words that serve as “trig- 
gers” for you to recite in full sentences. Avoid the tendency to write long phrases 
or full sentences; your mapping will become too cluttered. Draw lines from 
these key words to the main ideas they support. Level three information does 
not need to be in clockwise order or to start at the eleven o'clock position. (See 
sample mapping on page 292.) 

Quantity of Details Be selective. Include only as many major details as you 
need to help you remember the important information. You do not need to have 
the same number of details for each main idea. It is up to you to determine how 
many details will help your memory. 

Horizontal Writing To make your mapping easy to read, keep all your writ- 
ing horizontal. Avoid writing at a slant or sideways, or turning the paper as you 
write, resulting in words written upside down. 

Borders If the mapping details stand out clearly without borders (as 
shown in the SQ4R mapping), do not include any. If you are color coding levels 
of information, you may also want to enclose these major details within a 
border. 

Personalize with Pictures Pictures help imprint the information in your 
visual memory. Many times it is easier to recall pictures than it is words, so 
include pictures when appropriate. 


Add Minor Details If you need some minor details, use the same guidelines 
as for major details. (Note the minor details for the record step in the following 
example.) If you find that you need one or more levels of information beyond 
the minor details, such as may be the case with a long chapter, consider reor- 
ganizing the information into several different topics and creating several map- 
pings. You may find that narrowing or limiting the topic of a mapping will be 
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heading, 
subheading who, what, 
which, etc. 
chapter 
questions 
terms 


h 
summary one paragrap 


visuals, 


margins 
headings , 
title, intro, / ; 
objectives eg 8 
study 
tools ; 
ey 4. Record highlight 
notes Cornell 
write marginal 
summary in your mappings/ 
chapter own words ee 
questions index cards 


3. Read stop-think 


notes 


complete 
auditory sentences 
feedback 


more beneficial for visualizing and studying. By reorganizing, you chunk infor- 
mation into more meaningful groups. Your big picture is not so big that it is dif- 
ficult to memorize, visualize, or comprehend. 

The following mapping on a lecture about vocabulary skills is an example of 
converting your notes into a mapping. Assume the instructor first discussed 
two kinds of vocabulary (receptive and expressive) and then discussed six 
strategies for finding definitions, providing details and examples for each of the 
strategies. Your visual mapping of the lecture would look something like this: 


Level 3 Level 3 


| Level 1 


| Level 2 


2 kinds uN 
6 strategies— | 
of VOCABULARY ind Dek 
vocabulary a 


i wor 
expressive ord structure 
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How to Study from Visual mappings are powerful and work effectively because they are based on 

aaa Visual Mappings memory principles that boost your ability to learn new information. The infor- 

NCS DENSI mation in mappings is organized logically, shows relationships, and helps you 

associate one idea with another. Concentration and interest increase as you 

work to present information creatively. As you recite, review, receive feedback, 
and visualize, the process of learning is enhanced. 


BS Se eee NO OAT NA NONE Sor eee 


, How to Study from Mappings 


1. Look intently (stare) at your visual mapping until you think you have a mental 
picture of level one and level two information in your memory. 

2. Close your eyes or look away. Visualize and recite the topic (level one informa- 
tion) and each main idea (level two information). Check your accuracy. 

3. Visualize one main idea at a time. Recite the details. Check your accuracy. 

4. Use reflect activities. 

5. Use ongoing review. 


Look Intently at Your Mapping Stare at the visual mapping you created. 
Pay attention to the words, shapes, and colors; try to engrain in your memory 
the level one topic and the locations and topics of the level two information. 
Your goal is to carve a mental image of the level one and level two information, 
the skeleton of your visual mapping. You do not need to attempt to visually 
remember the level three information. Move to the next step when you feel you 
have the mental image learned. 


Visualize and Recite the Topic and Main Headings Close your eyes, look 
away, or look “up and to the left” toward the ceiling. Try to picture the topic and 
the main ideas of your mapping. Practice seeing the words, the shapes, and the 
colors (if any were used). Now recite by naming the topic and each of the main 
ideas. Your reciting may sound like this: “In SQ4R, there are six main ideas 
branching off the topic SQ4R. They are survey, question, read, record, recite, 
and review.” 

Check your accuracy Refer back to your mapping to verify that you recited 
correctly. If you were correct, move on to the next step. If you were not correct, 
study the skeleton with the topic and the main ideas. Look away to visualize and 
recite again. Get more feedback. 


Visualize and Recite Main Ideas and Details Now that you can clearly pic- 
ture the skeleton, return to the first main idea. Without looking, try to tell all 
that you remember about this main idea. Your goal is to include all the key 
words (major and minor details) that appear on your mapping. When you 
recite, talk to yourself in complete sentences. It is not necessary to visualize all 
major and minor details written on your paper. It is important, however, that 
you include these details in your reciting. 

Check your accuracy Refer to your mapping to see whether you included 
all the major and minor details for the main idea you just recited. Did you for- 
get to include some information? If yes, try reciting and including the informa- 
tion as you look at your mapping. The major and minor details can be visual 
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clues for you. Then look away and recite. Get feedback again to be sure that this 
time you incorporated the details in your reciting. 

Continue this process for each of the main ideas. Do not rush the process; 
work through each category ina careful, thoughtful way. When you are finished 
with the entire mapping, move on to a reflect activity. 


Use Reflect Activities You can reflect several ways: 


1. Copy the skeleton of your visual mapping on paper. Then, without referring 
to the mapping, fill in the words for the topic and the main ideas. 


2. Try to redraw the visual mapping with as many major and minor details as 
possible without looking and without first giving yourself the skeleton. 


3. Repeat the process of visualizing and reciting the entire visual mapping. 
Turn on a tape recorder as you recite. The tape can become auditory notes 
for review. 


4. Convert the visual information back into print form by summarizing. Use 
the main headings of the visual mapping as your guide and the structure 
for your summary. Write one paragraph (or more) for each heading. 
Summarize the details related to that heading. Writing summaries from 
visual mappings begins to prepare you for essay writing and short-answer 
questions that may appear on future tests. 


Use Ongoing Review Because visualizing does not require you to have mate- 
rials such as notebooks, paper, or pencil available, you can review any time you 
have a few available minutes. As you wait in between classes, ride a bus, take a 
shower, or wash dishes, try to reconstruct the mapping in your mind. 

You may want to make a smaller version of your mapping to place on index 
cards for review. These cards can also be placed around your house where they 
are easily seen and reviewed. 

As you remember, the final step of the Information Processing Model is 
retrieval. To access this mapping from your long-term memory, practicing 
retrieval is essential. With more practice, you will see the picture more sharply 
and more readily. 


SN Exercise 11.1 Creating a Visual Mapping 


Read the following excerpt from a psychology textbook. Convert the information 
into a visual mapping. In the center of your visual mapping and for level one 
information, write Coping Strategies—Cognitive Restructuring. To add visual 
appeal and make the information easier to recall later, use colors and/or pictures 


in your visual mapping. 


Developing Coping Strategies Like stress responses, strategies for coping with 


stress can be cognitive, emotional, behavioral, or physical. Cognitive coping strate- 
gies change how people interpret stimuli and events. They help people to think more 
calmly, more rationally, and constructively in the face of stress and may generate a 
more hopeful emotional state. For example, students with heavy course loads may 
experience anxiety, confusion, discouragement, lack of motivation, and the desire to 
run away from it all. Frightening, catastrophic thoughts about their tasks (for example, 
“What if I fail?”) can amplify stress responses. Cognitive coping strategies replace 
catastrophic thinking with thoughts in which stressors are viewed as challenges 
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rather than threats (Ellis & Bernard, 1985). This substitution process is often called 
cognitive restructuring (Lazarus, 1971: Meichenbaum, 1977; see Chapter 16). It 
can be done by practicing constructive thoughts such as “Alll can do is the best Ican.” 
Cognitive coping does not eliminate stressors, but it can help people perceive them as 
less threatening and thus make them less disruptive. 


Seeking and obtaining social support from others are effective emotional coping 
strategies. The perception that one has emotional support, and is cared for and valued 
by others, tends to be an effective buffer against the ill effects of many stressors 
(Taylor, 1995). With emotional support comes feedback from others, along with 
advice on how to approach stressors. Having enhanced emotional resources is 
associated with increased survival time in cancer patients (Anderson, 1992), 
improved immune function (Kiecolt-Glaser & Glaser, 1992), and more rapid Irecovery 
from illness (Taylor, 1995). 


Behavioral coping strategies involve changing behavior in ways that minimize the 
impact of stressors. Time management is one example. You might keep track of your 
time for a week and start a time-management plan. The first step is to set out a sched- 
ule that shows how your time is now typically spent; then decide how to allocate your 
time in the future. A time-management plan can help control catastrophizing 
thoughts by providing reassurance that there is enough time for everything anda plan 
for handling it all. 


Behavioral, emotional, and cognitive skills often interact closely. Discussing stressors 
and seeking feedback from others help you think more rationally and calmly, and make 
it easier to develop and use sensible plans for behavioral coping. When behavioral cop- 
ing eliminates or minimizes stressors, people find it easier to think and feel better 
about themselves. 


Physical coping strategies are aimed at directly altering one’s physical responses 
before, during, or after stressors occur. The most common physical coping strategy is 
some form of drug use. Prescription medications are sometimes an appropriate coping 
aid, especially when stressors are severe and acute, such as the sudden death of one’s 
child. But if people depend on prescriptions or other drugs, including alcohol, to help 
them face stressors, they often attribute any success to the drug, not to their own skill. 
Furthermore, the drug effects that blunt stress responses may also interfere with the 
ability to apply coping strategies. If the drug is abused, it can become a stressor itself. 
The resulting loss of perceived control over stressors may make those stressors even 
more threatening and disruptive. 


Nonchemical methods of reducing physical stress reactions include progressive relax- 
ation training, physical exercise, biofeedback training, and meditation, among others 
(Carrington, 1984; Dubbert, 1992; Tarler-Benlolo, 1978). 


Bernstein, Psychology, p. 478. 


(9) Creating Hierarchies 
~ ANNAN (K nN TTA TUTTO ENT FINAN 
Ce eee ss 


Hierarchies are a form of visual mapping that arrange information in levels of 
importance from the top down. If visualizing mappings with lines extending in 
all directions is difficult for you, you may prefer the more organized structure 
of hierarchies. Three different hierarchies for SQ4R follow: 
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Survey Question Read Record Recite Review 
SQ4R 
) Q R R R R 
How to Create The steps for creating hierarchies are similar to the steps for creating visual 
Hierarchies mappings. The same levels of information are used: topic, main idea, major 


details, and minor details. 


How to Create Hierarchies 


1. Write level one information (the topic) on the top line of the hierarchy. 

2. Draw lines downward from the topic to show level two information 
(the main ideas). 

3. Under each main idea, branch downward again for level three information 
(major details). 

4, Add level four information (minor details) under the major details if needed. 


Write Level One Information Place the topic or the subject on the top line. 
You do not need to put a box or border around the topic, but you can if you wish. 


Show Level Two Information When hierarchies are created for textbook 
chapters, the headings in the book become level two information. When you 
create a hierarchy for a general topic such as SQ4R, level two information rep- 
resents general categories. 

Determine the number of main ideas to be placed under the topic. Branch 
downward to level two to write the main ideas. Consider using legal-size paper 
for more extensive hierarchies. Space the main ideas evenly on the paper to 
avoid a cluttered or crowded look. Always write horizontally. Try adding color 
coding and various shapes or pictures to strengthen the visual image. 

Many textbooks provide informative introductions; these can be included 
in your hierarchies under a category labeled “Intro.” Key words, concepts, or 
objectives can now be added to the hierarchy. Another category can also be 
included, if needed, to show graphs, visual aids, lists of terminology, or any 
other information you want to remember. 


~~ 
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Add Level Three Information Because level three often has numerous sup- 
porting details, you need to consider how you will place the details on the paper. 
To avoid a cluttered or crowded look, the details can be staggered or arranged 
in a variety of layouts, as shown in the following illustrations. 


Topic Topic Topic 


NW w\ ww 
Ww OW — 
NW WW IW WN) NW IW IW Ww OW nw 
Equal-length lines— Unequal-length lines— Steps 
on the same plane staggered 
Topic c Topic Topic Topic 
d O é pee rae ver Ww Wi aw wm 
O O O Law mw mw Aw wm we 
NW WW IW 
KW, wo" 
I WW WW IW) NW WW WW O 6 Law mw 
One main line— Chain Half ladder Full ladder 


spread-out lines 


Provide Level Four Information Minor details can be added by branching 
downward from level three. Be selective. Include only essential key words that 
you feel you need to help you remember the information. Again, select a layout 
that will organize the details clearly. Borders, pictures, and color coding can 
also be used. 


How to Study As with mappings, hierarchies need to be visualized, recited, and reviewed to 
from Hierarchies work as effective study tools. Because the study techniques are the same as 
those used with visual mappings, they are summarized, rather than detailed, 


below. 


How to Study from Hierarchies 


1. Look intently (stare) at your hierarchy until you think you have a mental picture 
of level one and level two information in your memory. 

. Close your eyes or look away. Visualize and recite the skeleton. 

Visualize one main idea at a time. Recite the details. Check your accuracy. 

. Use reflect activities. 

. Use ongoing review. 


oO B® Wd 
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Reciting, reflecting, and reviewing are essential. In Chapter 2 you learned 
that short-term memory can handle only a limited amount of information at 
one time. If your hierarchy has more than seven main ideas on level two, you 
are wise to divide your reciting, reflecting, and reviewing into smaller sections. 

For example, if you are studying a mapping or a hierarchy for the Twelve 
Principles of Memory, find ways to divide the information into smaller parts. 
Visualize and recite the first section; then continue to work with additional sec- 
tions. Your reciting may sound like this: “There are Twelve Principles of 
Memory. The first four are selectivity, association, visualization, effort; they 
spell the word SAVE. The second four spell the word CRIB: concentration, 
recitation, interest, and big picture-little pictures. The last four (FOTO) are 
feedback, organization, time on task, and ongoing review. Selectivity means . . . .” 


12 Principles of Memory 


Sie CRIB FOTO 


Level 1 


Level 2 


Big pictures and 
Little pictures 


Ongoing 


be 4 review 


S Exercise 11.2 Creating a Hierarchy 


Read the following information from a chemistry book. Convert the information 
to a hierarchy. On the top line and for level one information, write The Scientific 
Method. Include at least three levels of information on your hierarchy. Note: the 

last paragraph may help you organize the skeleton of your hierarchy. 


1.3 The Scientific Method 
Objectives 


@ Differentiate among the terms experiment, law, hypothesis, and theory. 
B® Describe the scientific method. 


The intertwined relationship of experiment and explanation ... can be found in any 
modern science. The general scheme for carrying out a scientific investigation is 
called the scientific method. Before we describe this procedure in detail, you should 


know the precise definitions of several terms, some of which we have already used, 
such as experiment and theory... . 


[A]n important requirement of scientific research is the careful design of experiments. 
An experiment is the observation of some natural phenomenon under controlled cir- 
cumstances. Lavoisier, for example, showed that a component of air combined with 
mercury when both substances were heated in a closed apparatus. Merely heating 
mercury(II) oxide in the open would not have allowed him to show thata portion of the 


air had disappeared. Use of a closed vessel was part of the controlled circumstances of 
the experiment. 
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After performing many experiments, a scientist may note some pattern in the results. 
Scientists express such patterns in the form of a law, a simple generalization from 
experiment. We discuss a number of laws in this book, including the law of conserva- 
tion of mass. That particular law comes from Lavoisier. He saw a pattern in his exper- 
iments: There is no change in mass during a chemical reaction. 


Experiment and the statement of experimental results as laws are only one aspect of 
science, another is explanation. Explanation helps us organize knowledge and predict 
future events. A hypothesis is a tentative explanation of a law, or regularity of nature. 
Dalton explained the law of conservation of mass with his atomic hypothesis (later to 
become the atomic theory). He said that atoms are not created or destroyed during a 
chemical reaction—they are merely rearranged. Because the atoms have definite 
masses, the total mass after the reaction is the same as it was before the reaction. 


A hypothesis is the starting point for devising new experiments. Having developed a 
hypothesis for the combustion of mercury in air, Lavoisier set up quantitative experi- 
ments to test this hypothesis. A very important part of any scientific investigation is 
to devise experiments to test whether or not the hypothesis agrees with [the] experi- 
ment. If the hypothesis does not agree with [the] experiment, it must be modified or 
discarded. 


Once a hypothesis successfully passes many experimental tests and can explain a 
large body of experimental facts, it becomes known as a theory. A theory is a tested 
explanation of some body of natural phenomena. For example, the atomic theory 
explains a chemical reaction as the rearrangement of the atoms of the reacting sub- 
stances to form new atomic arrangements, the products of the reaction. This theory 
has been tested by many chemical experiments and in each case has agreed with 
experimental results. Of course, even if an explanation becomes a theory, it may some- 
day need to be modified if subsequent experiments make this necessary. Although 
Dalton believed that atoms were indivisible, it is now known that under the right cir- 
cumstances one atom may break apart to form two different atoms. 


The scientific method is the general process involving experimentation (controlled 
observation) and explanation (hypothesis and theory) whereby scientific knowledge 
grows (Figure 1.12). The scientist devises a series of experiments to test a hypothesis. 
As a result of these experiments, the scientist may amplify or modify the hypothesis. 
This scientist or others may then set up additional experiements to test this new 
hypothesis, which might result in a modified hypothesis, and so forth. In this way, the 
hypothesis is refined or is replaced by a better one. Eventually, a hypothesis that 
appears to agree with many experiments will be called a theory. 


Adapted from Ebbing, Wentworth, Introductory Chemistry, pp.10-11. 


Either the results of experiment lend support to the 
explanation or the explanation is modified or replaced. 


Present explanation is used to devise new experiments. 


Figure 1.12 The scientific method. This diagram shows the 
interplay between experiment and explanation in science 
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For this collaborative activity, you will need large poster or chart paper and colored pens. 
Divide the class into eight groups. Complete the following directions. 


1. Each group assumes responsibility for developing one of the following: 


a. 
. ahierarchy for Exercise 7.5, Approaches to Psychology, page 185. 
. avisual mapping for Reasons for Procrastinating, Chapter 5, 


Se mo 


a visual mapping for Exercise 7.5, Approaches to Psychology, page 185. 


pages 128-129. 

a hierarchy for Reasons for Procrastinating, Chapter 5, pages 128-129. 
a visual mapping for Basic Memory Processes, Chapter 9, page 258. 

a hierarchy for Basic Memory Processes, Chapter 9, page 258. 

a visual mapping of Maslow’s Hierarchy of Needs (Chapter 9, page 244) 
a hierarchy of Maslow’s Hierarchy of Needs (Chapter 9, page 244) 


2. Work as a group to convert the information from the textbook into either a 
visual mapping or a hierarchy according to your assigned directions. Be 
creative! Be accurate! Be organized! 


3. Plan to share your final product with the class. 


Comparison charts (also known as matrixes, grids, or tables) are designed to 
organize a large amount of information into a format that is visual and easy to 
use to compare and contrast information. Comparison charts are organized 
with columns and rows. The category or characteristics that are being com- 
pared or contrasted are placed at the top of each column. The subjects that are 
being compared or contrasted are placed at the beginning of each row. 
Whenever you are working with several related subjects that each have specific 
characteristics, this form of visual notetaking is useful. (For examples of com- 
parison charts, see Chapter 1, Exercise 1.4, or Chapter 5, Exercise 5.2.) 


Categories > 
Subjects J 


Column 1 Column 2 Column 3 


Subject A 


Subject C 


Subject B 


In a comparison chart, columns run up and down, and rows run across the page. 
Important information about each subject is written inside the boxes (cells). The 
number of columns and rows is determined by the amount of information being 
covered. The following steps show how to organize information for matrixes. If 
you use a computer, matrixes can be made through “table” commands. 
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How to Create Comparison Charts 


How to Study from 


Comparison Charts 


1. Identify the number of subjects to be compared or contrasted. Write one subject 
on each row. 
2. Identify the categories of information to be discussed. Write one category at the 
top of each column. 
_ 3. Complete the comparison chart by writing key words in each box where 
columns and rows intersect. 


Identify Subjects and Label Rows Comparison charts are designed to com- 
pare or contrast information for two or more subjects, so begin by identifying 
the number of subjects. Many times the number of subjects (topics) is given in 
the printed text information. Once you have identified the number of subjects, 
you can begin to make the rows for your comparison chart. If you have two 
subjects, your chart will have only two rows. Write the names of the subjects on 
the rows. 

As you become more familiar with visual materials and recognize different 
kinds of visual materials from your textbooks, you will note that some tables or 
informational charts in textbooks place the subjects at the tops of the columns 
instead of at the beginnings of the rows. 


Identify Categories and Label Columns Identifying categories requires you 
to think carefully about the information you have read. What categories of 
information were discussed for all or most of the subjects? You can almost 
always use a general category titled “Characteristics,” but more specific cate- 
gories are more useful. The number of categories you select determines the 
number of columns in your comparison chart. Label the top of each column. 

If you have difficulties finding appropriate labels for the columns, try using 
this approach to help you organize important information for the chart: 


1. List each of the subjects across the top of a piece of paper. 

2. Under each subject, list important details associated with that subject. 

3. Look at your list of details. Can you group the details into larger categories? 
4 


. If you see a logical category of information under one subject, is that same 
kind of information also given for other subjects? If so, you have discovered 
an appropriate title for a category. 


Complete the Comparison Chart Complete one column at a time by provid- 
ing essential details for each subject that is listed down the side of the chart, or 
complete all the boxes in one row at a time. With this method, all the essential 
details about one subject are given before you work with the details of the other 
subjects. 


When you are the creator of comparison charts, you need to ask yourself, 
“What information am I expected to know?” For some comparison charts, the 
most valuable information to know will be patterns or trends. For other com- 
parison charts, you will be expected to know the details within each cell of 
the chart. Once you are able to identify the information that you are expected 
to know, you will be able to select the most appropriate methods to study the 
information. 
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Reciting and visualizing from comparison charts can be more demanding 
than reciting and visualizing from mappings or hierarchies because you are 
telling about more than one subject or main idea. You are also comparing or con- 
trasting it to other subjects or main ideas. If you are expected to know the specific 
details inside the cells, use the following steps to recite and learn the information. 


How to Study from Comparison Charts 


1. Name and visualize the topic, the subjects in the rows, and the categories 
across the top of the comparison chart. 

2. Recite information by moving across the rows or down the columns. Check your 
accuracy. 

3. Use reflect activities. 

4. Use ongoing review. 


Name and Visualize the Rows and Columns The skeleton of the chart 
includes the title, the subjects written down the side (labels of the rows), and the 
categories written across the top of the chart (labels of the columns). Take time 
to create a strong visual image of this chart before reciting information inside 
the boxes. Explain the chart to yourself as you try to restructure it visually with- 
out looking. 


Recite and Check Your Accuracy Recite in a logical order. Decide if you 
want to recite row by row, telling everything about one subject at a time, or col- 
umn by column, telling how one specific category is used for each of the sub- 
jects. After you recite either a row or a column, refer back to the chart to check 
your accuracy. Immediate feedback is important; recite again if you found that 
you made mistakes. Continue until you can recite the entire chart. 


Use Reflect Activities If adding pictures to visual notetaking helps you 
remember information, add pictures inside each box. If color helps you remem- 
ber visual information more easily, add color. You can use colored pencils to 
shade each subject (each row) in a different color or to complete the boxes of 
the chart so that the key words appear in different colors. 

There are three basic reflect activities that are effective for comparison 
charts. The first two can be done by looking at the chart. 


™@ Read through the chart row by row. Turn the key words in the boxes into 
complete sentences. Speak so that the information is clear and organized. 
Use a tape recorder to record your presentation. Listen to the recorder sev- 
eral times for review. Visualize each part as you hear it on the recorder. Use 


the same process, reading and speaking in full sentences, as you explain each 
column. 


®@ With the chart in front of you, write a summary that includes all the key 


points. First write a summary that explains all the categories one row at a» 


time. Then write a summary that explains one category at a time as it relates 
to each subject. This activity is basically the same as the first activity above, 
except that it is a written, rather than a verbal, exercise. 


™@ Try to redraw the entire chart without looking at your original. Label first 


your rows and then your columns. Go back to each box and fill in the key 
words. 


Use Ongoing Review As with any form of notetaking, comparison charts 
need to be reviewed often so that they stay fresh and accessible in your mind. 


Because a comparison chart contains so much information, practice retrieving 
it frequently. 
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WB EXERCISE 11.3 Case Studies 


Each of the following case studies describes a student situation. Read each case 
study carefully; highlight key ideas or student issues. On separate paper, answer 
the question that ends each case study. In your response, address the key points 
that you highlighted and that directly relate to the question. Use complete 
sentences in your answers. These case studies are also available online; you can 
email your response to your instructor or print a copy of your work online. 

vd 


1. Monica, who would like to study graphic arts, is intrigued by the use of visual mappings as a form of 
notetaking. After some practice, she feels this notetaking approach suits her learning style. The fol- 


lowing is her first attempt at creating a visual mapping; she used the information from Chapter 9 on 
Chronemics. 


New! 


More than survive 
(NO NEED) 4 Get ahead 


circular 
phenomena 


wet world Vth, 
x) 


Definition: the way 
people handle and/ 
structure their time 


FA. 
GZ AY, 
"2 Top. “Wap 
Up lp 

ox 

Ss 

2 
C Ss 


—centers on future 
demands 

—focus on factual 
& technical info 

—wW. Europe, N. Am., 
Japan 


= effectiveness 


Punctuality - 
good manners 


Several students in Monica’s study group admired her visual mapping, but Monica was disappointed 
with the results. She found studying from her mapping difficult because it seemed to her “too busy” 
and “too disorganized.” What techniques could Monica try that might result in a visual mapping that 
might be easier to read and better suited to her? 


2. Darrel prefers organizing information into comparison charts whenever possible. He finds that com- 
parison charts are logically organized and a perfect way to condense large amounts of information. 
However, he often struggles with the process of identifying the number of columns he needs and then 
labeling the columns. What suggestions might help Darrel identify and label effective columns for a 
comparison chart about three Southwest Indian tribes he is studying in his Native American Studies 
class? 

3. Mickey creates many visual mappings and hierarchies as a second form of notetaking after she has 
taken Cornell notes for a textbook or a lecture. She finds that the process of reorganizing and writing 
information in her own handwriting helps her remember better. She would like to know how to use 
her visual mappings and hierarchies to study for tests. What suggestions can you give her? 
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SS AEL 11.4 Creating a Comparison Chart 


By yourself or with a partner, read the following information about diabetes 
carefully. Convert the information into a comparison chart. Type 1 and Type 2 
are your two subjects. You will need to decide on the number of columns, the 
titles for the columns, and the information to write in each cell. 


Though both Type I diabetes and Type II diabetes are metabolic disorders that affect 
the way the body uses food, they are more dissimilar than similar. Type I diabetes, the 
insulin-dependent diabetes, affects 5% to 10% of the 16 million Americans who have 
diabetes. Type I diabetes surfaces during childhood or young adulthood; for that rea- 
son, it is called juvenile onset diabetes. With Type I diabetes, the immune system 
attacks the pancreas and destroys its ability to make insulin. As a result, diabetics 
need to track the food they eat, their activity levels, and their blood sugar levels several 
times during the day. They must inject themselves with insulin to keep the body’s 
sugar levels in balance. Type II diabetes has different characteristics. Type II diabetes, 
the non-insulin-dependent diabetes, affects 90% to 95% of Americans who are diag- 
nosed with diabetes. Type II diabetes usually surfaces after the age of forty. It is called 
adult onset diabetes. With this form of diabetes, the pancreas produces insulin, but 
the body and its tissues, especially its muscles, do not use the insulin effectively. Type 
II diabetes is linked to inactivity, weight gain, and obesity. Eighty percent of the peo- 
ple with Type II diabetes are overweight. Type II diabetics can reduce or eliminate the 
health threats related to diabetes by lifestyle changes, more exercise, better nutri- 
tional habits, and possibly medication. Even though Type I and Type II diabetes differ 
considerably in their time of onset, effects on the body, and forms of treatment, both 
are autoimmune disorders that must be diagnosed and treated in order to avoid seri- 
ous, life-threatening health problems. 


Modified from Wong, Paragraph Essentials, p. 259. 


4] Reflection Writing 2 CHAPTER 11 


1. Ona separate piece of paper or in a journal, discuss your reaction to visual notetaking 
systems such as visual mappings or hierarchies. Are these systems new to you? 


2. What do you like and dislike about them? What are the advantages of visual 
notetaking? 


3. Are you familiar enough with these systems that you will use them at times for taking 
notes or creating review study tools? 
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You may already be familiar with formal outlines because many composition 
courses require you to include formal outlines with your essays or papers. 
Recall from Chapters 9 and 10 that in the Cornell notetaking system, formal 
outlining is not recommended, especially for lecture notes, because too often 
students spend too much time and concern on the numbering and lettering sys- 
tems used in formal outlines. However, formal outlines created from textbook 
chapters can be used effectively as study tools to recite and review textbook 
chapters. If you become comfortable with formal outlines and do not have 
difficulty organizing information, you can use formal outlines for lecture notes 
as well. 


In formal outlines you arrange the information in the order in which it is pre- 
sented. By using Roman numerals, capital letters, numerals, lowercase letters, 
and numerals inside parentheses, you can show the relationship of the larger 
concepts to the smaller details. Different levels of information appear in the fol- 
lowing standard format. 


Title: 


I. Main headings or topics appear with Roman numerals. 
A. Subtopics appear with capital letters. 
B. Subtopic 
1. Arabic numerals show important supporting points or details. 
2. Supporting detail 
a. Lowercase letters show minor details. 
b. Minor detail 
(1) Arabic numerals inside parentheses show subideas of minor 
details. 
(2) Subideas of minor details 
C. Subtopic 


The following points are important to use when you create a formal out- 
line using the standard format: 


1. When you indent to show a subtopic of a larger category, place the new 
letter or the new number directly under the first word that appears above 
in the larger category. 

2. Each level of the formal outline must have at least two subtopics under each 
category. If you do not have two items [A, B; 1, 2; a, b; or (1), (2)], try renam- 
ing the larger category so you do not end up with only one item under that 
category. For example, notice how the incorrect form on the left is 
reworded on the right. 


Incorrect Correct 
1. Tax benefits 1. Tax benefits for individuals 


a. Individuals 
3. Use Roman numerals for main topics. Roman numerals from one to fif- 
teen are written as follows: I, II, III, IV, V, VI, VII, VIII, IX, X, XI, XII, XII, 
XIV, and XV. 
4. Most outlines consist of key words and short phrases; full sentences are 
seldom used. 
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How to Create Outlines for Textbook Chapters 


1. Write the chapter number and title on the top of your paper. 

2. Locate the first main heading in your textbook. Label it with a Roman 
~ numeral. 

3. Locate all the subheadings for your main heading. Label them with 

capital letters. 

4. Use numerals and lowercase letters for supporting details under each 
- subheading. 

5. Use numerals inside parentheses for smaller details if needed. 


Most textbooks provide you with the main headings and the subheadings, 
so items for the Roman numerals and capital letters are easy to identify and 
incorporate into a formal outline. At times, however, you may need to create 
your own subheadings to reflect the important information in the chapter. (For 
example, compare II. Strengthening Your Listening Skills to the textbook, page 
265. Notice how subheadings did not appear in the textbook, so the person cre- 
ating the formal outline read the information carefully and assigned two impor- 
tant topics to the outline as main topics with capital letters.) More careful 
thought must be given to the supporting details, the information in your outline 
that appears with lowercase letters and numerals inside parentheses. By using 
the main headings and the subheadings in Chapter 10, the beginning of a for- 
mal outline for the chapter would show the following: 


Chapter 10: Listening and Taking Lecture Notes 
I. Understanding Listening Skills 
A. Influencing Factors 
1. Listener's attitude 
2. Speaker's form of delivery 
3. Listener's level of familiarity and understanding 
B. Steps in the Listening Process 
1. Reception 
Attention 
Perception 


= 9 ay 


Assignment of Meaning 
5. Response 
II. Strengthening Your Listening Skills 
A. Active Listening 
B. Twelve Strategies 


SN Exercise 11.5 Completing an Outline 


Use the beginning outline for Chapter 10. Complete the outline by referring to the 
headings and subheadings of your book. Add as many key words or phrases as 
you feel are valuable to have in your notes. Write your formal outline on your 


own paper. 
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Outlines provide an excellent study tool to practice reciting, which involves 
explaining information out loud and in complete sentences. Reciting from out- 
lines provides you with immediate feedback about your level of understanding 
and recall of textbook information. As a study tool, you may break away from 
the formal structure by adding clue words, specific facts, or other kinds of infor- 
mation that you need to learn or failed to include initially in your reciting. 


. How to Study from Formal Outlines 


1. Read one line or item at a time; explain the line or item by reciting. 
2. Check your accuracy or completeness. 

3. Add clue words to the right of the lines or items. 

4. Repeat the process of reciting from the outline. 


Read and Explain Begin with the first Roman numeral on your outline. 
Read the information on that line of the outline. Then begin the process of recit- 
ing. Tell what you know about the topic. Speak in complete sentences; imagine 
you are explaining the information to someone who is unfamiliar with the 
topic. This form of reciting promotes integration of information that you have 
learned; you do not have to limit what you recite to the structure of the outline. 
Instead, make a concerted effort to link ideas together and explain relationships 
clearly. 


Check Your Accuracy or Completeness As you recite, you will quickly 
become aware of your level of comfort and familiarity with the topic. Listen to 
what you say when you recite. If some information does not sound accurate or 
complete, use this feedback wisely. Refer to your textbook to check your accu- 
racy or see what kinds of information you did not include in your reciting. 


Add Clue Words Youcan break away from the formal structure of the outline 
at this point by jotting down key words or details that you did not initially 
include in your reciting. These clue words can guide you through the reciting 
process the next time you use your outline to review the contents of the chapter. 
You may want to write your clue words in a different color so they stand out 
more readily. The following example shows clue words that a student added for 
several sections of part B of the Chapter 10 outline. He added the clue words 
because of feedback he received during the initial attempt to recite from his 
outline. 


B. Steps in the Listening Process 
1. Reception auditory and visual stimuli 
. Attention 
. Perception evaluate what makes sense/understand 


. Assignment of Meaning 


mm BW NN 


. Response verbal or nonverbal feedback; intellectual or emotional 


Creating Three-Column Notes 


EET 


In Chapter 9 (page 242), you learned about making three-column reflect pages 
for math textbooks. Key words or key components in a math problem appeared 
in the left column. The center column stated the math problem or formula. 
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Explanations or rules used to solve the math problem appeared in the right col- 
umn. Thus, each column had a distinct purpose. 


You can use three-column notes in many creative ways and for many pur- 
poses; the following illustrations provide you with a few of the possibilities. You 


are encouraged to explore other uses for this system, which helps you compile 
information from more than one source or break information into separate 
aspects so the individual parts are easier to learn and remember. 


Example 1: 

Select key topics or concepts. Write 
the term in the left column. Compile 
your textbook notes in the middle 
column. Refer to lecture notes on 
the same concept. Add additional 
information that your instructor 
provided to reinforce the textbook 
information. 


Example 2: 

Write the key term, concept, or 
formula in the left column. Write 
the definition, explanation, or steps 
in the middle column. In the right 
column, list or discuss applications. 


Example 3: 

Write the original math problem in 
the left column. You may want to use 
this format throughout the week to 
writé random math problems dis- 
cussed in class, or you may want to 
write only the problems that you ini- 
tially worked incorrectly. Leave the 
middle column blank until you are 
ready to rework the problem. Write 
the original solution on the right. 
When you rework the problem, fold the 
right column back s0 you cannot 
see the solution. Unfold the column 
to check the accuracy of the problem 
you reworked. 


Topic/Concept 


product life cycle 


Topic/Concept 


infomercial 


Original 
math problem 


Leave the answer 
in exponential 
form: 

4° x 47 


Introduction 
Growth 
Maturity 
Decline 


RYN S 


Definition or 
explanation 


A form of television 
advertisement that 

appears as a 15-30- 
minute program 


Space to rework 
the problem 


Class example: 3M 
(Post-it Notes) 
Sony digital cameras 


Applications—when, 
where, how to use 


Often used with exercise 
equipment and videos 

(ex. Tae-Bo), weight loss 
programs, cosmetics, and 
“get rich quick” programs. 


Original solution from 
textbook or class 


45 % 47 = 4547 = 42 
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@e Exercise 1.7 LINKS 


Work in a small group, with a partner, or on your own to create a comparison 
chart for the different kinds of notetaking systems you can use. Identify the 
characteristics or elements you would like to discuss for each of the notetaking 
systems below; use this information to label the columns in your comparison 
chart. You may use as many columns as you wish; however, you must include at 
least two columns. You may be asked to share your work with the class. 


Reflection Writing 3 


CHAPTER 11 


On a separate piece of paper or in a journal, do the following: 


1. Discuss any changes you have made in your attitude toward notetaking. Be specific. 


2. Which forms of notetaking do you prefer? Does your preference vary by class? Which 
forms of notetaking are easier for you to use when you study and review? Explain. 


3. What do you see at this time as your biggest notetaking challenge or difficulty? What 
ideas or plans do you have for overcoming this challenge? 


SUMMARY 


@ Tailoring your approach to learning involves 
understanding and knowing how to use a vari- 
ety of strategies and then selecting the strate- 
gies that work most effectively for you and the 
courses you are studying. 


™@ Visual notetaking, which includes visual map- 
pings, hierarchies, and comparison charts, pro- 
vides you with creative ways to organize and 
record important information that you need to 
learn. 


™ You can use visual mappings to record infor- 
mation from individual paragraphs, chapter 
headings, complete chapters, lectures, or for 
specific topics to review for tests or to use in 
papers or speeches. Visual mappings include 
multiple levels of information. Level one infor- 
mation is the topic. Level two information 


shows the main ideas. Level three information 
consists of supporting details. 


A hierarchy is a form of visual mapping that 
arranges information in levels of importance 
from the top down. As with visual mappings, 
the use of colors and pictures enhances the 
effectiveness and recall of visual information. 


To study from visual mappings and hierarchies, 
begin by visually memorizing the skeleton of 
your drawing. The skeleton consists of the 
topic and the main ideas. Recite the details for 
each main idea; check your accuracy by refer- 
ring to level three information in your drawing. 


Comparison charts organize large amounts of 
information into columns and rows. List the 
subjects in the left column. Identify categories 
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of information; label each column with these 
categories. Use key words or short phrases in 
the cells of the comparison chart to show simi- 
larities and differences among the subjects. 


Formal outlines use a standard structure con- 
sisting of Roman numerals, capital letters, 
Arabic numerals, and lowercase letters to show 
levels of information and their relationships to 
each other. After you create a formal outline, 
you can use it to recite the information and 


receive feedback. You may add clue words to 
your formal outline to guide you in the process 
of reciting. 


Three-column notes provide you with a note- 
taking system that compiles information from 
more than one source or separates information 
into three distinct categories. This form of 
notetaking is ideal for review work and test 
preparation. 


rey 
« 


ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 


links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 
If you are working on your own computer, bookmark this web site. 


LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 11. Your instructor may assign one 
or more specific options or may ask you to select one or more options that inter- 
est you the most. 


1. 


Expand the Chapter 11 mapping on page 285. Copy this structure on a blank piece of paper. Reread 
the information under each heading in your textbook. Extend branches on the mapping to show 
important key words or phrases for each heading. You can add pictures and colors to your mapping 
to accentuate the points. 


. Convert the chapter mapping on page 285 to a hierarchy. Include at least three levels of information. 


You can add pictures and colors to your hierarchy to accentuate the points. 


. Use the Internet to locate informative web sites for one topic: visual mapping, visual notetaking, mind 


mapping, or clustering. Print the information. Make a list of the web sites with their URLs (web site 
addresses); include a brief summary of the contents of each web site. Organize your information 
neatly and accurately, as your list may be copied for the class. 


. Apply one of the forms of notetaking from Chapter 11 to one of your textbooks from a different class. 


Take notes on the entire chapter. If the chapter is more than fifteen pages long, take notes on just the 
first fifteen pages. Schedule a time to meet with your instructor so he or she can compare your notes 
to the textbook pages. 


. Work with a partner to create a formal outline for Chapter 11. Recite from your outline; ask your part- 


ner to listen to your reciting and give feedback about the completeness and accuracy of your explana- 
tions. Then listen to your partner recite from his or her outline. 


. Use your library to locate a magazine article about a topic that interests you. Photocopy the article. 


Create a visual mapping, hierarchy, classification chart, or formal outline for the information in the 
article. Turn in the article with your final work. 


Create a three-column set of notes to review ten or more problems from your math textbook or math 
lectures. Fold the right column back before you rework the problems. After you rework the problems 
and check your accuracy, write a one-paragraph summary of the effectiveness of this system. 
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Multiple-Choice 


Choose the best answer for each of the following questions. Write the letter of the 
best answer on the line. 


1. Visual mapping can be used to 
Py a. take lecture notes. 
b. take textbook notes. 
c. make reflect activities. 
d. All of the above 


2. Hierarchies 
a. use rows and columns. 
b. show only the main ideas of what you read or heard. 
c. contain the same information found on visual mappings. 
d. always arrange information chronologically. 


3. Visual notetaking requires the use of 
a. visualization. 
b. creativity. 
c. recitation. 


d. All of the above 


4. Ifyou have large amounts of information for a visual mapping, 
a. use complete sentences. 
b. use larger paper. 
c. omit some ideas. 


d. All of the above 


5. Itis acceptable to 
a. write full sentences in each cell of a comparison chart. 
b. write sideways if needed. 
c. add information to a visual form of notetaking after you begin reciting. 
d. None of the above 


6. When you first visualize your notes, you should 
a. try to see the skeleton first. 
b. be creative and make changes as you go. 
c. stare at the paper for five minutes. 
d. add new information that you forgot to put in the original mapping. 


dame reedback 
a. is nonessential when you work with visual notetaking. 
b. lets you know how well you are learning. 
c. comes only in auditory form. 
d. requires that you work with a partner. 


8. Reflect activities may include 
a. making tapes as you recite in full sentences. 
b. reproducing the visual notes from memory. 
c. summarizing the information in new ways. 
d. All of the above 


9. To avoid having cluttered hierarchies, 
a. stagger the information on lower levels. 
b. write more complete sentences. 
c. eliminate some main ideas. 
d. eliminate some key words. 
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10. When reciting is done with visual notetaking, it should 


11. 


12. 


13. 


14. 


15. 


c 
d 


. move counterclockwise. 
. go from details, to main ideas, to topic. 


begin from the bottom up. 


go from topic, to main ideas, to details. 


The columns on comparison charts 


a. 
b. 


Cc. 


d 


show the percentages to use. 

show the categories, characteristics, or traits to be compared and contrasted. 
cannot contain more than five cells. 

label the rows to be studied. 


In the structure of a formal outline for textbook information, 


a. 
b. 
c. 


d. 


capital letters reflect the primary headings in the chapter. 

Roman numerals reflect the main headings in the chapter. 

lowercase letters appear immediately under information that is labeled with 
capital letters. 

it is acceptable to have only one item under a larger category. 


When you study from a formal outline, you should 


a. 
b. 
Cc. 


d. 


read the outline out loud at least three times. 

re-create the outline from memory and then check your accuracy. 
include only two levels of information. 

add clue words if you need additional guidance for the reciting process. 


The three-column notetaking system can be used to 
a. compile lecture notes and textbook notes for a specific topic. 


b. 
Ce 


d. 


summarize two different parts or aspects of a specific term or concept. 
rework math problems that initially caused you some problems. 
All of the above 


When you need to take notes from a lecture or a textbook, you should 


a. 


b. 


select a notetaking format that seems best suited for the material. 
begin with one notetaking format and then consider creating a second type of notes 
to reflect on or review the information. 


c. include elaborative rehearsal strategies as part of your learning process. 
d. 


All of the above 


Short Answer—Application 


Create a hierarchy to show eight different notetaking options available to you 
when you need to take notes from a textbook. You only need to include two levels 
of information on your hierarchy. 
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Taking Using 
Computerized Educated 
Tests Guessing 


You can increase your performance on tests by using strategies to calm your mind, 
create quick test plans, increase your concentration, manage your time well, and take 
advantage of four levels of response for answering questions. This chapter focuses 
on answering objective questions, which include true-false, multiple-choice, and 
matching questions. You can use educated guessing strategies for these types of 
test questions, but educated guessing should only be used as a last resort and after 
you have tried immediate, delayed, and assisted responses. Many of the strategies in 
this chapter apply to computerized tests as well as to handwritten tests. Using the 


skills in this chapter will help you improve your test performance. 
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3) CuHaPTER 12 Developing Strategies for Objec 
mm, 07D 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the profile 
for Chapter 1 on page 2. 

ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


YES NO 

1. Lam able to answer true-false questions without making many mistakes. 

2. True-false questions confuse me because I do not understand what they are 
asking. 

3. I read both columns of items on a matching test before I even begin 
answering. 

4. I have a system for answering matching questions so that I do not use an 
answer twice. 

5. I watch for modifiers such as no, never, some, few, always, and often because 
they can affect the meanings of questions. 

6. I can tell when a question is testing a definition or a cause/effect 
relationship. 

7. Imake too many careless mistakes on tests. 

8. I turn each part of a multiple-choice question into a true-false question 
before I select a final answer. 

9. The first time I work through a test, I leave blank the answers that I do not 
know and then return to them when I have time. 

10. I use other parts of the test to help me find answers I don’t immediately 
know. 
3) Reflection Writing 1 | 
ing CHAPTER 12 


On a separate piece of paper or in a journal, do the following: 


1. Discuss your profile score for this chapter. What was your score? What does it mean 
to you? 


2. Describe your general performance level and confidence level for taking tests that 
involve true-false, multiple-choice, and matching questions. 


fe] P 
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In Chapter 6, you learned strategies to prepare for tests and to reduce test anxi- 
ety. You are now ready to focus your attention on strategies to use during tests 
to increase your performance and your grades. 


Feeling slightly nervous or apprehensive when you first enter the classroom or 
when the instructor distributes the test is a normal reaction to testing situa- 
tions. Strive to focus your mind on the test and prepare yourself mentally for 
the challenge as quickly as possible. The following tips can help you get off toa 
positive start. 


1. Use a familiar relaxation or visualization strategy that you learned in 
Chapters 5 and 6. This will not take long but will help you calm your nerves 
and set the stage for concentration. 


2. Jot down important information that you may want to refer to during the test. 
As soon as you receive your test, jot down any formulas, mnemonics, lists, 
or facts that you want to be sure to remember accurately during the test. 
You can jot this information on the back of the test, in the margins, or ona 
blank piece of paper if your instructor allows you to use paper to organize 
ideas. 


3. Listen carefully to the directions. Your instructor may announce corrections 
on the test, suggestions for completing the test, the amount of time avail- 
able for the test, or other important instructions. You may save yourself 
stress or confusion by listening to your instructor’s initial directions. 


1. Survey the test. Glance through the test to become familiar with the types of 
questions used, the point value of different sections of the test, and the 
overall length of the test. Be sure to check if questions appear on the backs 
of the test pages. 


2. Budget your time. Take a minute or two to estimate the amount of time you 
will spend on each section of the test. This is especially important if you 
have essay questions because essay answers require adequate time to 
organize, develop, and proofread. If you wish, jot down estimated times to 
begin each section of the test. 


3. Decide on a starting point. Many students prefer to work through the pages 
of a test in the order in which the questions are presented. Recognize, how- 
ever, that you do not have to do the test pages in order. Decide which sec- 
tion of the test you would like to do first; you may feel more comfortable 
with one kind of question format, or you may feel more confident about the 
content of a specific section of the test. Quickly decide which section of the 
test will be your starting point. 


1. Read all the directions carefully. For multiple-choice questions, note 
whether more than one answer per question can be used. For matching 
questions, note whether items can be used more than once. If the direc- 
tions are long or confusing, take time to circle the key words in the direc- 
tions to help you understand them accurately. Ask for clarification if the 
directions still are not clear. 


2. Recognize and deal with signs of test anxiety. As soon as you start feeling 
panicky or frustrated, your attention shifts away from the test. You may 
begin negative chatter or negative self-talk, or your eyes may start jumping 
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from one line to another or skipping over words in the questions. Try these 
methods to get yourself back on task: 


H Become more active and interactive with the test. Circle direction words 
so they stand out more clearly. Underline key words in directions and in 
questions. 


™ Mouth or whisper the directions or questions to yourself. This activates 
your auditory channel so you call on more than one sense to help you. 


H@ Use your arm or a blank piece of paper to block off the rest of the test. 
Restricting your vision to the question you are contemplating helps you 
focus and helps calm your mind. 


H Use positive self-talk. Remind yourself that you have prepared for this 
test, that you are capable of figuring out the answer, and that you can 
work to do your best. 


3. Ignore other students. Do not watch other students or compare your 
progress with theirs. Work at your own pace rather than the pace set by one 
or more other students. Avoid wasting valuable test time by worrying about 
others or watching how they are handling the test. Ignore students who fin- 
ish early and leave; an early departure does not necessarily mean those stu- 
dents knew the material better than you or that they performed better than 
you. The students who are the last to finish the test are some of the best test 
takers, for they use all the available time to complete and check their 
answers. 


1. Use your test time wisely. If you have time available after you have answered 
all the questions, proofread for mistakes and strengthen any answers. 
Students often wonder whether they should change answers when they 
proofread. Do not change answers if you are panicking or feel time running 
out. Do change answers if you can justify the change; perhaps other ques- 
tions on the test gave you clues or helped you recall information that would 
lead to a different answer. 


2. Do not leave answers blank if you start to run out of time. You will automat- 
ically lose points if you do not write some kind of answer. When you feel 
you are running out of time, pick up your pace, which means you may not 
be able to reason or ponder questions as carefully. At times you may even 
need to guess at answers or jot down partial answers to avoid leaving blank 
spaces instead of answers. 


Some students who have not learned effective test-taking strategies move 
through a test methodically. They read a question, answer it the best way possi- 
ble, and move to the next question; this process continues until they reach the 
end of the test. Performing well on tests is often the result of moving through 
tests by completing some answers, leaving some questions blank and returning 
to them later, and changing some answers if proofreading time is available. 
Performing well also improves when students understand that taking objective 


tests involves four levels of response, which are explained in the following 
chart. 
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As soon as you read the question, you immediately know the answer. The 
question automatically triggers an association to information in your long- 
term memory. This is the payoff for effective studying. 


Levels of Response 


Immediate response 


Delayed response When you cannot immediately respond, read the question a second time. Do 
a quick memory search; try to recall the information by linking or associat- 
ing key words in the question to information in your long-term memory. Try 
visualizing the information as it appeared in your notes, in your study tools, 
in the textbook, or in the lecture. If no answer surfaces, place a small check- 
mark next to the question and move on to other questions. Return to the ques- 


tion after you have answered as many questions on the test as possible. 


Assisted response Return to the unanswered questions. Use other parts of the test to help you 
find possible answers. Skim through the test and look for key words that 
appear in the question. Information used in other questions may assist you 
in finding the information you need or may trigger an association that will 


lead you to the answer. 


Use educated guessing strategies only when all else fails. These strategies are 
not guaranteed to work all the time, but they may improve your odds in 
selecting the correct answer. Educated guessing strategies are never more 
effective than arriving at the answer through other means. 


Educated guessing 
/ 


Group Processing: Form groups of three or four students. Complete the following directions. 


A Collaborative 1. As a group, brainstorm to list the kinds of problems you encounter when 
Learning Activity you take objective tests. List as many problems as possible in random 
order. 


2. On large chart paper or an overhead transparency, organize your informa- 
tion by creating logical categories for the different kinds of test-taking 
problems you encounter. Rewrite your list of problems by putting prob- 
lems under the categories you create. Be prepared to share your work with 
the class. 


Taking Objective Tests 


Objective tests involve true-false, multiple-choice, and matching questions. 
Objective test questions, also called recognition questions, are often considered 
the easiest form of test questions to answer because you are basically required 
to recognize the correct answer or recognize whether or not a statement is accu- 
rate. This process of recognition often requires you to do a memory search, 
which involves locating information in your long-term memory, associating or 
linking the test question to information in a long-term memory schema, or 
applying information you already know in order to select the correct answer. 
Before we consider more specific strategies for taking objective tests, the fol- 
lowing test-taking strategies apply to the three kinds of objective tests: 
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1. Prepare for the test by reciting and reviewing terminology, categories or 
lists of information, and important supporting details, such as names, 
dates, events, theories, rules, or principles. 

2. Create a five-day study plan for major tests (Chapter 4, pages 100-1 02). 

3. Prepare summary notes for the chapters that will be covered on the test 
(Chapter 4, pages 100-101). 


Many professional degree programs require entry-level 
exams that consist mainly of objective test questions. In 
what other situations will you frequently encounter 
objective test questions? 


Tips for Answering Objective Questions 


1. When answering true-false questions, pay close attention to key elements in the 
true-false statements. 

2. When answering multiple-choice questions, use a two-step approach to identify 
the correct answer. 

3. When answering matching questions, use the four steps for matching two 
columns of information. 


Answering True-false questions are one of the most basic forms of objective questions, for 
True-False they take less time to read and can easily be scored by hand, by machines (the 
Questions tests in which you fill in the numbered bubbles to indicate your answer), or by 


_=—_ | H@ Computer. Students sometimes feel that some true-false questions are “trick 
questions” mainly because they do not know how to read and interpret the , 
questions correctly. 


The following guidelines can help you improve your performance on true- 
false tests: 


~ 


1. Read the statement carefully. If you tend to misread questions, point to each 
word as you read the statement. Circle key words used in the question. 


2. Be objective when you answer. Do not personalize the question by interpret- 
ing it according to what you do or how you feel. Instead, answer according 


to the information presented by the textbook author or your instructor 
in class. 
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3. Mark a statement as True only when the statement is completely true. If any 
one part of the statement is inaccurate or false, you must mark the entire 
statement False. 


4. Check items in a series of items very carefully. Every item must be true for 
you to mark 7. 


5. Do not take the time to add your reasoning or argument to the side of the ques- 
tion. Frequently, the only information that will be looked at is the T or F 
answer, so other notes, comments, or clarifications will be ignored during 
grading. 

6. If you are taking a true-false test using paper and pencil, make a strong dis- 
tinction between the way you write a T and the way you write an F. Trying to 
camouflage your answer so it can be interpreted as a T or an F will backfire. 
Answers that cannot be clearly understood are marked as incorrect. 


In addition to the above guidelines, it is important that you pay close atten- 
tion to four key elements of true-false questions. Learning to identify these key 
elements will result in more careful reading of true-false questions and more 
accuracy in your choice of answers. 


‘ Key Elements in True-False Questions 


1. Negatives in the form of words or prefixes 

2. Modifiers in the form of 100 percent modifiers and in-between modifiers 

3. Definition clues signaling the definition of a term is being tested 

4. Relationship clues signaling the relationship between two items is being 
tested 


Watch for Negatives As you read true-false questions, pay close attention to 
any negatives. Negatives are words or prefixes in words that carry the meaning 
of “no” or “not.” Negatives do not mean that the sentence is going to be false. 
Instead, negatives affect the meaning of the sentence and require you to read 
and think carefully. Watch for the following negatives in questions. 


Negative Words Negative Prefixes 

no dis (disorganized) 
not im (imbalanced) 
but non (nonproductive) 
except il (illogical) 


in (incomplete) 
ir (irresponsible) 
un (unimportant) 


Sentences with negatives can be confusing and can leave you wondering 
what is really being asked. One method of working with statements that have 
a negative word or a negative prefix is to cover up the negative and read the 
sentence without it. If you are able to answer true or false to the statement 
without the negative, the correct answer for the statement with the negative will 
be the opposite answer. 
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Watch for Modifiers Modifiers are words that tell to what degree or fre- 
quency something occurs. There is a huge difference between saying that some- 
thing always happens and saying that something sometimes or often happens. 
You must learn to pay close attention to these words to determine how often or 
how frequently something actually occurs. As you notice in the following list, 
there are other kinds of modifiers. Words such as best or worst show the 
extremes and indicate that there is nothing that is greater or better. 

Modifiers can be shown on a scale. The 100 percent modifiers are on the 
extreme ends of the scale. They are the absolutes with nothing beyond them. 
The in-between modifiers are in the middle of the scale. They allow for more 
flexibility or variety because they indicate that a middle ground exists where sit- 
uations or conditions do not occur as absolutes (100 percent of the time). 


in-between 
modifiers | 
100% absolutes 100% absolutes 
Modifiers 


100 Percent 


all, every, only 


some, most, a few 


sometimes, often, 
usually, may, seldom, 
frequently 


always, absolutely 


everyone some/few/most people no one 


everybody nobody 


best average, better worst 


least 
fewest 


any adjective that ends in 
est, which means “the most,” 
such as largest, smallest. . . 


any adjective that ends 
in er, which means 

“more,” such as larger, 
smaller... 


Watch for Definition Clues A test writer must find ways to create false state- 
ments for true-false tests; one common way to develop false statements is by 
testing your understanding of the definition of a specific term. The following 
words, called definition clues, often signal that a question is evaluating your 
understanding of a definition. 


Definition Clues 


Clues That Signal Definitions Sentence Pattern Used 


defined as 
are/is 


states that 
referred to as 
is/are called 


also known as 


means definition 
which means i 


which is/are 
involves Check carefully 
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For definition questions, circle the clue words that signal definitions. 
Underline the key term that is being defined. Then ask yourself, “What is the 
definition I learned for this word?” Once you can recall the definition you 
learned, compare it to the definition that is given. If your definition and the test 
question definition are the same, the statement is true. If there is a discrepancy, 
analyze the test question definition carefully because it may be saying the same 
thing but simply using different words. If the definitions are not the same, the 
answer will be false. 


Watch for Relationship Clues Some true-false questions test whether a cer- 
tain relationship exists. Relationships often show cause/effect—one item 
causes another item to occur. Become familiar with the following words for 
relationships. When you see these relationship clues in true-false sentences, 
think carefully about the relationship being discussed before you decide 
whether the statement is true or false. 


Relationship Clues 


Clues That Signal Relationships 


Sentence Pattern Used 


/ 


increases result 

roduces i 
P eee Subject Subject 
reason so, so that A B 
affects creates Se 
because decreases 


Check carefully 


causes effects 


In relationship questions, circle the relationship clues. Underline the key 
terms that are involved in the relationship. Then ask yourself, “What do I know 
about how these two terms are related or associated to each other?” Once you 
have a relationship idea in your mind and before you mark true or false, com- 
pare your idea with the one presented in the question. 


Bw Exercise 12.1 Answering True-False Questions 


Read the following true-false questions, which test information learned in 
previous chapters. Pay close attention to items in a series; when you find 
negatives, definition and relationship clues, or modifiers, circle them. 
Write T for true and F for false. 


The three areas of life that need to be balanced are school, leisure, and studying. 


2. You can increase your speed in notetaking by paraphrasing, using abbreviations, and 
writing sentences that are not grammatically correct. 


3. Therecall column in the Cornell system should have headings, key words, study questions, 
and all the answers. 


4. When you create a goal organizer, you identify benefits you will gain, obstacles you may 
encounter, and resources you could use. 


322 UNIT FIVE Strengthening Your Test-Taking Skills 


Ongoing review is essential in the Cornell system but is optional in the SQ4R system. 
Index cards should be used only when you need to learn terminology. 


Reciting is important because it utilizes the auditory channel and provides feedback for 
understanding. 


8. Spaced practice is preferred so that the student can usually avoid rote memory and cram- 
ming techniques. 


9. Too much information in the recall column of Cornell causes you to read instead of recite. 


10. The amount of time you spend on social or leisure activities should always be more than 
the total hours spent on work. 


11. Concentration is defined as the ability to focus on two or more things at one time without 
being distracted. 


12. Ina formal outline, Roman numerals are never used to label supporting details under a 
subheading. 


13. Schema is another term for the feedback loop. 
14. Everyone should always try to divide her or his “life’s pie” into three equal parts. 


15. Itis always best and most productive to study late at night when there is no one around to 
bother you. 


16. Always begin by studying your favorite subject first so that you can get motivated. 
17. Reading and speaking are active processes, but listening is an inactive process. 
18. Most people are a combination of global and linear learners and thinkers. 


19. Procrastination is defined as a self-defeating behavior that always occurs when a person 
has a fear of failure. 


20. All cultures place a high premium on the same good listening behaviors. 

21. A disorganized desk is not an external distractor. 

22. The process of selectivity is not used during the fourth step of SQ4R. 

23. Students should use every concentration technique during a study block. 

24. Cramming can frequently be avoided if ongoing review is used each week. 

25. Test anxiety may stem from being underprepared or lacking test-taking skills. 

26. Semantic encoding is defined as the process of coding words for long-term memory. 


27. The Interference Theory of Forgetting states that information in short-term memory is 
confused because too much information enters the system too quickly. 


28. Increasing the amount of information in a schema often makes learning information on 
that subject easier to do. 
~ 


29. Spaced practice is preferred for studying because it encourages students to avoid 
marathon studying. 


30. Because test anxiety is a learned behavior, it can be unlearned through the use of strate- 
gies, practice, and willingness to change. 
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Answering 
Multiple-Choice 
Questions 
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Careful reading is also essential for answering multiple-choice questions cor- 
rectly. For multiple-choice questions, there are two parts to the question: the 
stem and the options. The stem is the beginning part of the statement. The 
options are the choices for the correct answer. Usually there are four options, 
and only one of the options is the correct answer. Your goal is to eliminate 
the options that are incorrect. These incorrect options are referred to as 
distractors. 

The following guidelines will help you improve your performance on 
multiple-choice questions: 


1. Read the directions carefully. Usually the directions say to choose one 
answer. However, variations of this do exist; you may find directions that 
say you may use more than one answer. If no mention is made about the 
number of answers to choose, always select only one. 


2. Choose the best answer. One or more of the answers may be correct, but the 
answer that is the most inclusive (includes the most or the broadest infor- 
mation) is the best answer. 


3. Read all of the options before you select your answer. Some students stop as 
soon as they find a good answer. It is important to read all the options so 
you are sure you are finding the best option. 


4. Write your letter answer on the line. Some students make careless mistakes 
writing the correct answer on the line. If this is a tendency of yours, first 
circle the letter answer and then write the letter on the line. Using this 
method, you are able to quickly check that you wrote what you circled and 
what you believe is the correct answer. 


The following steps will guide you through the process of answering 
multiple-choice questions. Use each step before you write your final answer. 


rin a Multiple “Choice Questions 


Finish the Stem The first step with a multiple-choice question is to read the 
stem and finish the stem in your mind. This helps you “get into the correct 
memory schema” and relate the rest of the question to something you already 
know. The answer that you get may or may not be one of the answers given as 
an option, but you will be thinking along the same channels. For practice, how 
would you complete each of the following stems in your mind? 


1. The principle of Big Picture-Little Pictures 


2. Visual encoding refers to 


3. Howard Gardner's eighth intelligence is called 
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Read as Four T-F Statements When you read the stem of a multiple-choice 
question with just one of the options, the result is a one-sentence statement that 
can be treated as a true-false statement. This process can continue until each of 
the options has been analyzed as a true-false statement. The strategies you 
learned previously for true-false statements will be used in exactly the same way 


for multiple-choice questions. Here is the process: 
1. Read the stem with the first option. 


2. If the statement is false, cross off the letter of that option. This is a dis- 


tractor and will not be the correct answer. 


3. If the statement is true, it may be the correct answer. You won't know for 
sure until all the options have been read with the stem. If you would 
like, you may write a T at the end of all the options that make a true 


answer when they are added to the stem. 


The following example demonstrates the use of this strategy: 


b 1. In the listening process, assignment of meaning 


a. occurs before the attention and response steps. F 


b. requires the listener to categorize information into schemas and 


interpret the message without distorting it. T 


g. requires the listener to check the accuracy of his or her percepti 
asking a question or providing nonverbal feedback. F 


d. requires the listener to interpret a message. T 


SN Exercise 12.2 Answering Multiple-Choice Questions 


For each of the following questions, read the stem and answer the question in 
your own words. Look to see if your answer matches one of the options. Then 
make a true-false statement by reading the stem with each of the options. Write T 
or Fat the end of each option. Cross off the false statements. Select the best 
answer from the remaining options. 


1. 


Maslow’s hierarchy of needs is a theory that explains 
a. people’s needs. 
b. how people are motivated by their needs. 


cc. why needs are sustained over time. 


d. universal behaviors that exist in all cultures. 


You can use visual mappings to 
a. take lecture notes. 

b. take textbook notes. 

c. make review study tools. 

d. All of the above 


It is acceptable to 

a. put many key words in each cell of a comparison chart. 

b. write sideways on visual mappings if needed. 

c. write a single item under a subheading in a formal outline. 
d. None of the above 


When you visualize a mapping, you should 

a. try to see the skeleton first. 

b. always be creative and make changes as you go. 

c. never stare at the paper for as long as five minutes. 

d. add new information that you forgot to put in the original mapping. 


> 
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5. When making a hierarchy of information from a chapter, level two information 
a. should reflect only the chapter headings. 
b. should show all important terminology. 
c. should always include pictures. 
d. may include your own categories and chapter headings. 


6. Cramming 
a. is one of the most effective short-term memory processing strategies available. 
b. uses all the memory principles. 
c. processes large amounts of information efficiently. 
d. is not a technique used by prepared students. 


7. Anxiety refers to 
a. controlled stress. 
b. uncontrolled stress. 
c. anatural form of stress. 
d. motivational stress used to be productive. 


8. Test anxiety can be reduced by focusing on 
a. test-taking tasks, such as circling key words or mouthing the question. 
b. outward thoughts and ignoring others. 
c. your strengths and accomplishments. 
d’ All of the above 


9. The principle of Big Picture-Little Pictures 
a. encourages you to memorize individual facts and details. 
b. is based completely on rote memory. 
c. recommends that you process information only in clusters. 
d. recommends that you try to “see the trees” and “see the forest” when you study. 


10. The memory principle of organization is often used 

in the third step of the SQ4R reading system. 

each time a student reads a textbook chapter. 

in more than one step of SQ4R and the Cornell notetaking system. 
when a student organizes his or her work space and notebook. 


aorPp 


7 Answering on Matching questions are based on paired associations. Paired associations are 
4 Matching Tests items that were linked together when you learned the information. For exam- 
—————en ~= ple, a word is linked or paired to its definition. When you think of the word, you 
associate it with the definition. When you think of the definition, you pair it 

with the word. Paired associations for matching may include: 


@ Words and their definitions 
@ People and what they did 
@ Dates and events 
@ Terms and their function or purpose 
m@ Problems and their solutions 
When you are faced with matching questions on tests, you will see a list of 
words on the left and their paired association on the right. The key to answer- 


ing matching questions is to work through them in a systematic way. The fol- 
lowing steps will help you avoid confusion and perform better on tests that have 


matching questions. 
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Four Steps for Working Through Matching Questions 


1. Read the directions carefully. 

2. Count the number of items in each list to see if the lists are equal. 
3. Begin by reading the column that has the shorter entries. _ 

4. Use the four levels of response to match the columns. 


Read the Directions Begin by reading the directions carefully. Usually each 
item on the right can be used only once; if an item can be used more than once, 
the directions should say so. 


Count the Items Count the number of items in the left column and then the 
number of items in the right column. If the lists contain an equal number of 
items, each item will be used once. Sometimes the list on the right is longer, 
indicating that some of the items will not be used. Extra items make matching 
questions a little more difficult because you cannot automatically match up 
whatever is left over. 


Read the Shortest List Usually the column on the left will have the shortest 
entries. These may be words (terminology), names, dates, or events. Read these 
so that you are aware of the choices that are available. Also notice what types of 
pairing will be used. Are these people, events, dates, or vocabulary terms? 
Below, the list on the left has shorter entries; read this list first. 


1. intrinsicrewards a. a technique used to switch the time blocks 
of specific activities 


2. trading time b. material items or activities used when 
goals are met 


3. motivation c. a feeling, emotion, or desire that moves a 
person to take action 


4. extrinsicrewards_ d. feeling proud, relieved, or satisfied 


Use the Levels of Response Now that you are familiar with the items on the 
left, begin reading the first item on the right. Read the item carefully, and 
quickly search your memory for an association to that item. Look on the left to 
see whether the associated word is on the list. For example, if the item on the 
right is a definition, search your memory for the vocabulary term. Then use the 
four levels of response: 

Immediate Response Immediate response can be used when you im- 
mediately know the answer. Once you see a definite match, write the letter on 
the line and cross off the letter you used so you do not reuse it. If you do not imme- 
diately know the answer, move to delayed response. Do not guess or write any 
answer that you are not absolutely certain is correct. 

Delayed Response Use delayed response when you do not immediately 
know the answer. In addition to the techniques discussed on page 317, use 
word clues and grammar clues. For example, if you see system, technique, or 
rule, you would narrow your focus by looking for choices in the shorter list that 
deal specifically with a system, a technique, or a rule. When you read and con- 
nect the item on the left with the item on the right, a meaningful “thought 
unit” or sentence should emerge. To find this meaningful connection, mentally 
chatter your way to the answer. 
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@ Directions 
say to use 
each answer 
once. 


@ Two 


answers are 
extra and 
won't be 
used. 


©) Use delayed 
response. Use 
helper words to 
try to connect 
the items that 
you do not know 
well. 


@© Use assisted 
response. Use 
the rest of the 
test for assis- 
tance in finding 
more answers. 


(7) Use educated 
guessing. Fillin 
any remaining 
blanks with let- 
ters you did not 
already use. 
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If none of these techniques works, do not guess. If you are not able to iden- 
tify the correct answer after trying one or more of the above techniques, leave 
the answer space blank. Use some type of symbol, like a checkmark, in the left 
margin as a reminder that you need to return to this question later. Move on 
to the next item. Always work your way from the top down to the bottom of 
the list. 

Assisted Response Scan through the test to look for any of the key words 
used on either side of your matching list. Other parts of the test may have 
information that helps you recall associations or jogs your memory about 
the information in the matching questions. If you cannot find any clues in other 
parts of the test, move on to educated guessing. 

Educated Guessing If you have exhausted the above techniques and still 
have not come up with the correct answer, use educated guessing. If you put 
nothing on the line, it will be wrong; you might as well take the remaining items 
that you could not match and fill in any empty lines with any of those remain- 
ing letters. Be sure to make a mental note of those items so you can check your 
book and notes right after class. 


Matching 


Match the items on the left to the items on the right. Write the letter of each 
answer on the line. Each item on the right may be used only one time. 


@) Read the shorter list. ~y (4) Start with “a.” Do only the ones you know. 


h 1. circadian rhythms a. creating a border for visualization 
2. motivation lb. associating items together 
a‘ 3. framing c. short-term memory and feedback 
loop 


4. affirmations 
d. feeling, emotion, or desire that 


f 5. chunking elicits an action 


6. sensory stimuli e. feedback 
b 7. linking f. breaking tasks into more manage- 
able units 


8. memory storage 
centers g. procedural memory 


9. active memory paths |}. body’s natural patterns and 
rhythms 
10. result of self-quizzing 
j. long-term and short-term memory 


j. positive statements written in 
present tense 


k. rehearsal and retrieval 


l. words, sounds, pictures, tactile 
sensations 


328 


S Exercise 12.3 Matching Problems and Solutions 


UNIT FIVE Strengthening Your Test-Taking Skills 


Read each problem on the left. Find the solution on the right. Write the letter of 
the solution on the line. You may use each answer only once. 


—_ 


eee (1) 


i Ie 


12. 


ee I'S. 


. [highlight too much. 
. I don’t know how to study from underlining. 


. When I read, I need to find a way to make 


important terminology stand out more clearly 


. [have trouble finding the topic sentence. 


. [have problems finding definitions for 


key words in the book. 


. [don’t feel like I really understand how to 


use the textbook features very well. 


. [need a fast way to look up page numbers 


to find information in my book. 


. The teacher said to check our work with the 


answer keys in the book, but I can’t find any 
answer keys in my chapters. 


. [have trouble getting started when I have a 


reading assignment. I’m just not motivated to 
“dig right in” and do the serious reading. 


I go into “automatic pilot” every time I try to 
read pages in my textbook. 


I can't write fast enough to write down 
everything the teacher says in a lecture. 


When the teacher talks too slowly, my mind 
wanders to other things. 


My notes are a jumbled mess. The 
information all runs together. 


. Circle the words that you need to be 


able to define. 


. Survey the book at the beginning of 


the term. 


. Use punctuation, word clues, word 


structure clues, and context clues. 


. Try to organize with headings and 


numbered details. Leave spaces 
between headings. 


. Only mark the main idea and the key 


words for details. 


. Read one paragraph at a time. Stop. 


Take time to comprehend what you 
read. 


. Use your own words to string together 


the ideas you marked. 


. Use the index. 


i. Survey the chapter first as a “warm- 


up” activity. 


j. Paraphrase with shortened sentences. 


Abbreviate. Use symbols. 


. Check the first and the last sentences 


to see if one has the main idea that 
controls the paragraph. 


. Keep writing, anticipate new points, 


question ideas, or mentally 
summarize. 


. Check the book’s appendix. 
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Each of the following case studies describes a student situation. Read each case 
study carefully; highlight key ideas or student issues. On separate paper, answer 
the question that ends each case study. In your response, address the key points 
that you highlighted and that relate directly to the question. Use complete 
sentences in your answers. These case studies are also available online; you can 
email your response to your instructor or print a copy of your work online. 


1. Alonzo usually does well on essay tests but has problems on tests with multiple-choice questions. He 
knows the information; therefore, he believes his errors are simply careless mistakes. Alonzo realizes 
that he tends to select answers too quickly and that he needs to learn to use a systematic approach to 
identify the correct answers. What systematic approach would you recommend? 


2. Shaina learned long ago that either you know the answer or you don’t. Consequently, she works 
through the test questions in the order in which they are presented. She reads each question once and 
answers the questions to which she knows the answers. She gets annoyed with herself for not know- 
ing the other answers, so she leaves the remaining questions blank. Which of the four levels of 
response does Shaina need to learn to use in order to improve her performance on tests? 


3. Courtney frequently experiences test anxiety. She often wastes the first five minutes of a test trying to 
get herself calmed down enough to read the questions. Her anxiety only increases each time she is not 
able to answer a question. Her eyes dart across the test and she loses her focus. In her state of panic, 
she misreads questions, skips over important words, and then randomly selects an answer. Later, 
when she rereads her test without the time pressure, her comprehension and selection of correct 
answers improve. What strategies can Courtney use to improve her test performance? 


eae) Exercise 1.7 LINKS 


Assume that your instructor announces an objective test in this class for the last 
three chapters you discussed. To prepare for the test, you develop sample test 
questions. Follow the directions below to create a practice test. 


Use information from the last three chapters you studied to write five true-false questions. 


1. 


Px 


3. 
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Use information from the last three chapters to write three multiple-choice questions. 
1. Sn ae eee ee es ST ns 


a. 


Cc. 


d. 


Use the terminology at the beginning of the last three chapters you studied to 
create matching questions. Write any ten terms in the left column and short 
definitions for each term in the right column. Remember to scramble the order of 


the definitions. 
i a. 
2: b. 
a. c 
4 d. 
5. CS 
6. f 
7 g. 
8 h. 
9: i 


10. j. 
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1) Reg Vrit . 2 
© Reflection Writing 2 CHAPTER 12 
On a separate piece of paper or in a journal, do the following: 


1. Examine two or more previous objective tests you completed for any of your classes. 
Look for the use of modifiers, negatives, definition clues, and relationship clues in the 
questions. Analyze any questions you answered incorrectly. Discuss what you dis- 
covered by examining your previous tests. 


2. How do the objective test-taking strategies in this chapter relate to your test ques- 
tions? How would the knowledge you acquired in Chapter 12 have helped you 
achieve a better grade on those tests? What do you notice now about those tests that 
you were not aware of at the time you took the tests? Be specific in your answers. 


orth Educated Guessing 
- Le 


Educated guessing is the fourth level of response for answering objective test 
questions. Educated guessing involves using specific strategies to improve your 
odds for supplying the correct answers on objective test questions. On page 327 
you learned about educated guessing for matching questions. You can also use 


/ 
educated guessing for true-false and multiple-choice questions. 

Precautionary Understanding educated guessing strategies often improves critical reading 

Notes skills, for you learn to notice the significance of individual words and details in 


questions. Even though educated guessing strategies may help you gain a few 
additional points on a test, you need to be aware of the following precautionary 
notes about using educated guessing: 


1. The phrase educated guessing is used instead of simply guessing because 
you use some background information, logic, and common sense to 
approach questions that you cannot answer through immediate, delayed, 
or assisted response. 


ay 


Educated guessing is not foolproof. These strategies only increase the odds 
that you will reach the final answer. 


3. Do not become overly confident about taking tests simply because you 
know how to use educated guessing. Educated guessing strategies do not 
guarantee a correct answer. 


4. Limit the use of educated guessing strategies to situations in which nothing 
else has produced an answer. Educated guessing is a last resort! 


Ten Educated The following ten educated guessing strategies apply to true-false and multiple- 
(a) Guessing Stategies = choice questions. Remember that multiple-choice questions may be seen as a 
series of true-false questions, so the same strategies used for true-false ques- 
tions will apply to multiple-choice questions. 
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Ten Educated Guessing Strategies 


. Guess false if there is a 100 percent modifier. 
. Guess true if there is an in-between modifier. 
. Guess false if there is a relationship clue. 
_ Guess false if the statement is ridiculous, foolish, insulting, or has 
unfamiliar terms. 
5. Guess true, the wild-shot guess, if there are no other clues in a true-false 
question. 
6. If there are numbers as options, eliminate the highest and the lowest; guess 
one of the options that remain. 
7. If there are multiple-choice options that are almost identical (look alike), 
choose one of those two options. 
8. If one multiple-choice option is longer in length or more inclusive in 
content, choose it. 
9. If the last option is “all of the above” and this option is not used throughout 
the test, choose it. 
10. Guess c, the wild-shot guess, if there are no other clues in a multiple- 


Hs COs SO) 


choice question. 
100 Percent The 100 percent modifiers are the absolutes, meaning that they are the extremes, 
Modifiers (False) no exceptions are allowed. Few things happen or exist without exceptions, so 


the odds are in your favor that questions with 100 percent modifiers will be 
false. Guess false. (See page 320 to review the modifiers.) 
Notice how the 100 percent modifiers make the following statements false: 


___F 1. Attendance in college is required in every class. 
__F 2.“ Always begin by studying your favorite subject first. 
___F 3. “Never use a tape recorder in class. 


When a multiple-choice option with a 100 percent modifier is added to the 
stem, a true-false question is created. The true-false guessing strategy for 100 
percent modifiers is to guess false. Notice how this same strategy works in the 
following example: 


1. The prefix intra- 
A. is never used in English words. 
b. always means “between.” 
c. means “within” or “inside of.” 
d. None of the above 


a. The prefix intra- is@evenused in English words. 
b. The prefix intra-@lways) means “between.” 


c. The prefix intra- means “within” or “inside of.” 


In-Between The in-between modifiers make room for exceptions or for the statement to 

Modifiers (True) sometimes apply and sometimes not apply. If you are using educated guessing 

T_T m~:£ and you see an in-between modifier, guess true. Odds will be in your favor. 
Notice how the in-between modifiers make these statements true: 


Relationship Clues 
(Faise} 
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a ied Wena Reviewing notes from a previous paragraph can sometimes be 


used to help understand a difficult paragraph. 


ee 2 Inasole proprietorship, the person who owns the business is 


usually the one who operates it. 


The same is true for multiple-choice questions because each option can be 
converted to a true-false statement when it is added to the stem. If more than 


one option is true, remember to then select the answer you believe is the best 
answer. 


1. Intrapersonal intelligence is an intelligence that 
a. always shows leadership and group charisma. 
b. often involves a special interest in personal growth 
and insights. 
c. seldom is combined with linguistic or interpersonal 
intelligence. 
d. is never taught in schools. 


Notice how option a and option d have 100 percent modifiers. If guessing strate- 
gies are used, these would be marked false. Both option b and option c have in- 
between modifiers. For a guessing strategy, guess one of these two options. 
However, before you purely guess, think it through more carefully. Option c is 
not accurate information; option b makes sense and is the correct answer. If you 
didn’t know this, by reducing the choices to two options, you have a fifty-fifty 
chance of guessing correctly. (Needless to say, knowing the correct answer is 
always preferred!) 


True-false questions often test your knowledge of facts; on a higher level, true- 
false questions can test your understanding of relationships. Two common 
kinds of relationships questioned on tests are cause/effect and explanation 
through reason. When you see one of the common relationship clues (because, 
since, so, cause, effect, or reason), first try immediate, delayed, and assisted 
responses. If you cannot figure out the answer, guess false. Why? These higher- 
level thinking skills questions can easily be written to show false relation- 
ships. Notice how the two parts of the following questions do not show a true 
relationship. 


__F____ 1. Lack of motivation is the reason unsuccessful students avoid 
using time management. 


___F 2.» «~=Cramming is not recommended because it uses only eight of the 
twelve principles of memory. 


This same strategy can be used for multiple-choice questions. After each 
option below, you will see the true or false answer that would be used for that 
option. 


1. Systematic desensitization 


x. causes a person to react more mildly to criticism. (F) 
}. works because the immune system is strengthened. (F) 
g. should never be used to avoid undesirable situations. (F) 
d. helps a person change his or her negative reaction to 
specific events. (T) 
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Ridiculous, Foolish, 
Insulting, or 
Unfamiliar Terms 
(False) 


Wild-Shot Guess 
(Truej 


eS WSN eal 


Eliminate the 
Highest and Lowest 
Numbers 


Boe SS IN USC 


Choose One of the 
Look-Alike Options 
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If you see statements that are meant to be humorous, ridiculous, or unreason- 
able, mark them false for true-false questions, and mark them as distractors in 
multiple-choice questions. If you have attended class regularly and have done 
all the reading assignments and you encounter unfamiliar terms on a test, odds 
are in your favor that the statement is false or it is a distractor in a multiple- 
choice question. Notice how this works in the following examples. 


___F___ 1. Howard Gardner’s multiple intelligences theory applies only to 
people with IQs over 175. (ridiculous) 


___F____ 2. ~Howard Gardner’s multiple intelligences theory added an 
eighth intelligence called psychic/intuitive. (unfamiliar terms) 


___F 3. «Interpersonal intelligence is shown by those who party instead 
of study. (ridiculous) 


___d___ 4, When you don’t know the answer to a test question, you should 
try using the rest of the test to trigger your memory. (T) 

try looking at another student’s answers. (ridiculous) (F) 
cry. (ridiculous) (F) 

use delayed or assisted response before educated guessing. 


(T) 


___a__ ‘5, + Interpersonal intelligence is 
a. seen in people with social and leadership skills. (T) 
. associated with immaturity. (ridiculous) (F) 
g. not a useful quality in school beyond the first grade. 
(silly) (F) 
d. aform of type B behavior. (unfamiliar term) (F) 


SS 


If there are no modifiers to use and there is no relationship shown, you will 
need to take a wild-shot guess. If you run out of time on a test and simply must 
guess, guess true. There is a logical reason for this. When teachers write tests, 
they usually prefer to leave the correct, accurate information in your mind. 
They know that you are likely to remember what you read. Therefore, they tend 
to write more true statements than false statements. 


When the options are numbers, chances are better that the correct answer is 
one of the numbers in the middle range. Therefore, treat the highest and the 
lowest numbers as distractors. That leaves you with two options. Try to reason 
through to make the better choice. If any one of the other guessing strategies 
applies (such as choose c), incorporate that strategy as well to choose your 
answer. 


1. Anaverage rate of thinking speed is 
a. 800 words per minute. (Eliminate the highest.) 
b. 600 words per minute. {Choose between these 
c. 400 words per minute. [two options. 
& 200 words per minute. (Eliminate the lowest.) 


Some questions have two options that look almost the same. Perhaps only one 
or two words are different. Chances are good that the correct answer is one of 
these two. Eliminate the other options and focus on these two look-alikes. 
Carefully think through and associate the information with what you have 
learned. If you can’t decide, choose either one. 


Choose the Longest 
or Most Inclusive 
Option 
MAA A 


Choose “All of 
the Above” 
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1. Compared to the left hemisphere of the brain, the right hemi- 
sphere of the brain 
a. understands spoken language better. 
46. has better logical abilities. 
c. perceives words better. 
d. perceives emotions better. 


Focus onc and d because they are look-alikes. Now try to reason your way 
through this. You have already eliminated a, which deals with language. 
Because c also relates to language, it, too, must be incorrect. This leaves you 
with d as the correct answer, which it is. (Notice in this case how the guessing 
strategy to use c does not work—there are no guarantees!) 


This guessing strategy is based on two premises. First, sometimes more words 
are needed to give complete information to make a correct answer. Second, an 
answer that covers a wider range of possibilities is more likely correct. 

You can begin by looking at the length of the answer. If one option is much 
longer than the others, choose it. Also look at the content of the answers. 
Sometimes two or three answers may be correct to some degree, but one 
answer contains more information or a broader idea. This answer is the most 
inclusive. Notice how the most inclusive answer in the following is the best 
answer. 


1. Test anxiety can be reduced by focusing on 
a. yourself and ignoring others. 
b. outward thoughts and actions. 
c. your strengths and accomplishments. 
d. the four strategies to reduce test anxiety. 


All of the answers are correct to some degree. However, d is the longest and 
includes a wider range of information. The answers a, b, and c fit under the 
information given in d. 


If you know for sure that two options are correct, but you are not sure about the 
third option and the fourth option is “all of the above,” choose it. This is a safe 
guess since you can choose only one answer and you know that two are correct. 
If you do not know for certain that two are correct and you have tried each 
option in a true-false form and don’t know the answer, go ahead and choose “all 
of the above.” This strategy is not very reliable, especially if “all of the above” is 
used throughout the test. Be sure to check out all other possibilities before you 
decide to use this strategy. 


1. Cramming is 
a. the result of being underprepared. T 
b. a frantic attempt to learn a lot of information in a short 
amount of time. T 
c. amethod that does not use very many memory principles. ? 
d. All of the above 


Your first reaction might be to choose b because it is the longest answer. 
However, if you know that at least two of the choices are correct, your only 
choice then is to choose d, which is correct. 
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Many teachers favor the c answer for the correct answer If you try writing some 
of your own multiple-choice questions, you may find that you, too, tend to put 
more correct answers in the c position than in any other position. Here are a few 
explanations for why c is the most common answer: 


@ A is not used as often because many students would stop reading the ques- 
tions and stop thinking about the answer if the correct answer were given 
first. 


™@ Bis not used as often for the same reason that A is not. 


lm Cseems to hide the answer best and force the reader to read through more of 
the options. 


@ Dseems to be too visible because it is on the last line. 
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SN EXERCISE 12.6 Using Educated Guessing on True-False Questions 


This exercise has test questions on topics that may not be familiar to you. 
However, if you apply the educated guessing strategies to answer these questions, 
you will be correct. Work with a partner and discuss your answers. 


1. 


US: 


16. 
17. 


18. 


he); 


20. 


In 1913, President Woodrow Wilson believed that concentrated economic power threat- 
ened individual liberty and the monopolies had to be broken up to open up the 
marketplace. 


All matter exists in only one of three physical forms: solid, liquid, or gas. 
The liquid form of a given material is always less dense than the solid form. 


Prolonged overuse of alcohol can result in life-threatening liver damage, vitamin defi- 
ciencies that can lead to irreversible brain disorder, and a host of other ailments. 


Rome's early wars often gave plebeians the power to demand that their rights be recog- 
nized, but their demands were seldom met. 


Because monasteries believed in isolation, they never conducted schools for local people. 
In 1013, the Danish ruler Swen Forkbeard invaded England. 


/ 
The only objective of medieval agriculture was to produce more cattle for meat and dairy 
products. 


Historians have determined for certain that the bubonic plague originated in southern 
Russia and was carried to Europe by traveling soldiers. 


Economic growth was rapid during the Italian Renaissance. 


The first movies, which began in the late 1880s, were slot-machine peep shows in penny 
arcades. 


The Warren Court in 1962 declared that schools would always have the right to require 
prayers in public schools, but students had the right to refrain from praying. 


The world’s population has more than doubled since 1950. 


The behavioral theory suggests that people learn to use alcohol because they want to 
become more sensitive to others. 


Alcoholic parents, hyperactivity, and antisocial behavior in childhood are reasonably good 
predictors of alcoholism in adults. 


The Dow Jones Industrial Average, established in 1897, is a stock index still in use today. 


The Standard & Poor's 500 Stock Index and the New York Stock Exchange Index never 
include more stocks than the Dow Jones averages. 


The Securities and Exchange Commission (SEC) was created in 1934 because stock-bro- 
kers wanted access to a compiled list of all trading. 


The abolitionist newspapers frequently attacked the Fugitive Slave Act as a violation of 
fundamental American rights. 


In the 1970s, unemployment was high due mainly to the oil embargo. 


338 UNIT FIVE Strengthening Your Test-Taking Skills 


S Exercise 12.7 Using Educated Guessing on Multiple-Choice Questions 


Use the educated guessing strategies for the following multiple-choice questions. 
Remember to convert each option into a true-false question before you select the 
best answer. 


1. Aresponse pattern known as cynical hostility 
a. is linked to coronary heart disease and heart attacks. 
b. develops in childhood years. 
c. is characterized by resentment, frequent anger, and distrust. 
d. All of the above 


2. Signs of post-traumatic stress disorder are 
a. never being able to sleep. 
b. shown ina frequency histogram. 
c. poor concentration, anxiety, and nervousness. 
d. apparent at the time of the trauma. 


3. The domestication of plants and animals began around 
a. 7000 B.c. 
b. 4000 B.c. 
cz AD. 1200. 
d. 9000 B.c. 


4. The mental shortcuts called heuristics are 
a. informal reasoning based on which events or hypotheses are likely. 
b. informal reasoning based solely on using a given algorithm. 
c. formal reasoning based on the use of an algorithm and logic. 
d. required in at least one stage of every scientific model. 


5. Witha balloon automobile loan, the 
a. buyer feels stupid when the balloon payment is due. 
b. buyer must sell the car back to the lender at the end of the loan. 
c. first six monthly payments are large but later payments are reduced. 
d. monthly payments.are lower but the final payment is much greater. 


6. Reinforcement theory is 
a. based on giving rewards for behavior you want repeated. 
b. based on forcing issues. 
c. never to be used by effective managers. 
d. the very best training to use for infants. 


7. In business, the agency shop 
a. never charges dues. 
b. charges annual fees of $10 or less. 
c. requires employees to pay dues even if they do not join. 
d. requires employees to always be union members. 


8. Volcanic mountains are formed from 
a. cinder piles and ash. 
b. cinder piles, lava rock, ash, and shields of magma. 
c. erosion. 
d. sandstone and shale. 


9. Consumer spending reports have shown that percent of Americans’ disposable 
income in 1994 was spent on food. 
As" 
b. 9 
Cate 
d. 28 


Taking Computerized Tests 
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Computerized tests usually consist of multiple-choice questions. These tests 
may be written by the instructor, but more often they consist of a test bank gen- 
erated by the textbook publisher. Some of the test banks randomly assign test 
questions of varying levels of difficulty; other test banks allow the instructor to 
tag the questions to be used on the test. The following chart shows some advan- 
tages and disadvantages of computerized testing. 


Advantages 


Disadvantages 


1. You get immediate feedback anda 
score on your test. 


. Positive feedback that an answer 
is correct increases your confi- 


. Immediate feedback that indi- 


cates your answer is incorrect 
may cause stress and frustration. 


. Most computerized tests do not 


dence level. allow you to go back to previous 
questions so you cannot use the 
test-taking strategies of assisted 


response. 


. The time limits to complete the 
tests are less rigid than when you 
take a test in class. 


4 . You may feel less stress because | 3. You cannot go back to previous 


you can control your pace for questions to review or change 
answering questions. your answers. 


4. You usually do not get a printed 
copy of the test to review or use to 
study when you prepare for a final 

| exam. 


Computerized testing speeds up the grading process for 
instructors and provides a record sheet of student grades. When 
classes are large and instructor workloads are high, instructors 
may prefer computerized testing over hand-graded testing for- 
mats. If you have not already experienced computerized test- 
ing, chances are good that you will some time during your col- 
lege career. When you are faced with taking a test on a 
computer, allow yourself ample time to complete the test. For 
many students, taking a computerized test requires more time 
than tests in the classroom. Therefore, you will want to avoid 
going into the lab when you are rushed. Select a time of day 
when you feel mentally sharp and best able to concentrate. The 
following strategies can also help you perform more effectively 
when you are sitting at a computer in a test-taking situation. 


What are some of the difficulties with 
taking computerized tests? How can 
you effectively deal with these 
difficulties? 
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Strategies for Taking Computerized Tests 


Read the Directions 


Use the Multiple- 
Choice Strategies 


Study the Question 
After an Incorrect 


Use Stress- 
Reducing and 
Concentration 
Strategies 


LATA 


1. Read the directions carefully so you understand the program and 
how to respond. 
2. Use the multiple-choice test-taking strategies previously discussed 
in this chapter. 
3. If you give an incorrect answer, study the question before you move on. 
. Use strategies to stay relaxed, positive, and focused. 
5. Explore options that may be available to you in the computer lab. 


od 


Computerized programs vary, so it is important to read the directions carefully. 
Learn the basic options or commands that are available for the program you 
will be using. Frequently asked questions are: How do I log on? Is there a time 
limit? How do I delete an answer before entering my choice? Can more than one 
answer be correct? May I have a blank paper with me to work out problems or 
jot down ideas as I think? Is there a way to see all the questions before I start 
answering? Is a screen reader program with voice (and earphones) available 
for this program? Is there a practice test I can do first? May I take the test a 
second time? 


Use the same multiple-choice strategies that were presented earlier in this 
chapter. Read the stem and try to complete the stem with your own words. See 
if one of the options matches your words. Then read the stem with each option 
and convert each option into a true-false question. Eliminate any of the options 
that would be false. Remember that you are doing this with your eyes. Pay close 
attention to key words, modifiers, negatives, and relationship and definition 
clues. Once you have decided on an option, reread the question with your 
option one more time. This is important because you do not usually have the 
opportunity to go back and change your answer. 


If you answer incorrectly and the screen tells you that you have made a mistake, 
avoid the tendency to get away from that question and move quickly to the next 
question. If the test questions are given randomly, it is possible that a future 
question on the same material may be given. Take time to reread the question 
and understand your error. If the question gives the correct answer, learn the 
information with that answer. The information may also help you later with 
another closely related question. Taking the time to learn from the question 
helps to keep your mind focused on the material and reduces the tendency to 
move to the next question too hastily and with a negative attitude. 


If you find yourself tensing up, feeling discouraged, impatient, angry, or irri- 
tated, stop for a few short minutes to do a relaxation technique. Breathe by 
threes, use the relaxation mask, or give yourself some positive self-talk. Stretch 
your arms, roll your head around, shake out your hands, roll your shoulders 
around, or even stand up for a minute to reduce the building stress. If you are 
finding yourself losing concentration, try to identify the distractors. Use any of 
the concentration strategies to get your mind on track and back to the task at 
hand. If the location of your computer station is a distractor, remember the next 
time to select a computer that is removed from the steady flow of traffic. Your 
goal is to work as much as possible with the relaxed “ahhhhh” state of mind. 
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If you are uncomfortable taking computerized tests or find computerized tests 
a difficult format to use to perform well, communicate your concerns with your 
instructor. Perhaps he or she will be able to provide you with additional sugges- 
tions for effectively taking computerized tests. The following are other options 
you may want to explore. After all, it never hurts to ask. 


1. Ask the lab assistant if a hard copy (printed copy) of the test questions can 
be made available while you take the test. Explain that sometimes you find 
it helpful to be able to write on the test, circle words, and see all the ques- 
tions as you work. 


2. Ask your instructor if tests can be taken a second time. If yes, ask if you may 
take notes during the first test. 


3. Ask your instructor or the lab assistant if you may have a hard copy of the 
test questions and your answers so you can study and learn from the errors. 


4. Try to remember questions that puzzled you or that you did not think were 
discussed much in class. Talk to your instructor about those questions. 


5. Ask if there are options available other than the computerized tests. Could 
essays or short answers on paper be done instead? Could a project or port- 
folio assignment be used in lieu of a computerized test? 


Computerized tests will likely become more interactive and more sophisti- 
cated as technology advances. Learning to be comfortable working on a com- 
puter and taking computerized tests is essential if the trend to assess student 
performance continues in the direction of computerized testing. Be an active 
learner by asking lab assistants, instructors, and other students for additional 
strategies that can help you with computerized tests for specific classes. You 
may end up being a member of the group of students who prefer computerized 
testing! 


Reflection Writing 3 CHAPTER 12 


SUMMARY 


Refer to the Group Processing: A Collaborative Learning Activity on page 317. Ona 
separate piece of paper or in a journal, discuss solutions to the problems your group listed. 
If you did not do the group activity in class, list the kinds of problems you most frequently 
encounter with objective questions; then discuss solutions for each of the problems. 


™ Performing well on tests involves beginning H Words used in objective questions must be read 
with a calm mind, creating a plan, maintaining more carefully: 


a focus, managing time well, and using the four 
levels of response. 


1. Definition clues 
2. Negatives 


BH Objective questions utilize the steps of immedi- 3. 100 percent and in-between modifiers 
ate response, delayed response, assisted re- 4. Relationship clues 
sponse, and educated guessing. ™ Both the stem and all the options in a multiple- 
M@ Recognition questions, also called objective choice question should be read as true-false 
questions, include true-false, multiple choice, statements before they are answered. 


and matching. 
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@ A two-step strategy can enable you to answer HM Do not become falsely confident because you 
multiple-choice questions. know educated guessing strategies; the best 


@ A four-step approach is recommended when 
SOULE NT AE oe Vit IRL SACOTE SE to use educated guessing on a regular basis. 


H Some strategies can be used to increase your 
odds at guessing on true-false and multiple- 
choice questions. 


approach is to be prepared and learn as much 
information as possible so that you do not need 


™@ Special strategies can be used to increase your 
performance on computerized tests. 


fe) ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 
ee 
SEITE 


links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.-hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 
If you are working on your own computer, bookmark this web site. 


LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 12. Your instructor may assign one 
or more specific options or may ask you to select one or more options that inter- 
est you the most. 


1. 


Expand the Chapter 12 mapping on page 313. Extend branches on the mapping to show important 
key words or phrases for each heading. (See Chapter 11 for additional information.) You can add pic- 
tures and colors to your mapping to accentuate the points. In paragraph form, summarize the key 
points in your mapping. 


. Create a visual mapping or a hierarchy that shows effective test-taking strategies to use before a test, 


during a test, and after a test. Use information from this chapter, as well as from previous chapters, to 
create this mapping. 


. Use the Internet to locate informative web sites for one of the following topics: objective tests, test 


anxiety, or test-taking strategies. Print the web pages. Prepare a short presentation or a written sum- 
mary of the most significant information. In your presentation or summary, explain how the contents 
of the web site relate to the content of Chapter 12. 


. Create a chart or diagram for one of your classes this term, the test grades you have received, and the 


types of tests that were given. Then analyze the last test from each class to see the kinds of questions 
you missed or errors you made. Include your findings on your chart or diagram. 


. Take notes on Chapter 12 using the Cornell notetaking format, index cards, or a formal outline. 


Include significant lists of information and definitions for key terms. 


. Arrange an interview with three instructors on your campus to gain insight into their approaches to 


tests. Create a standard set of questions to use with each instructor. The following questions are pro- 
vided only as suggestions, but you may use them if you wish: is 
What types of questions do you prefer to use on your tests? Why? 

What test-taking suggestions or tips do you give your students? 

What are two test preparation strategies that work well in studying for your course? 
Do you assign computerized tests? Why or why not? 


. Create a study tape for yourself for Chapter 12. On your tape, summarize or explain the most impor- 


tant points of the chapter that you need to learn. This tape will serve as an excellent review tape later 
in the term. 
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CuapteR 12 REVIEW QUESTIONS 


True-False 


Carefully read the following sentences. Pay attention to key words. Write T if the 
statement is true. Write F if the statement is false. 


oe ee 


ees, 1), 


Jotting down reminders on your test can help you keep a calm mind before you begin a 
tests 


The words reason, because, and since are often relationship clues. 

All items listed in a series must be false before you can use a false answer. 
True-false statements that use negatives are always false. 

The most inclusive option in a multiple-choice question is often the best answer. 


You should always work systematically through a test by completing questions in the 
order in which they appear. 


If a multiple-choice question has four options, the question should be read as four true- 
false statements. 


If you cannot give an immediate response, you should use educated guessing. 


In matching questions, an item from each column can be formed into a sentence by using 
helper words during the delayed response step. 


If you give an incorrect answer on a computerized test, you should quickly move to the 
next question to keep your confidence level high. 


Multiple-Choice 


Write the letter of the best answer on the line. 


1 


If you start to feel anxiety during a test, you can 

a. become more active with the test by circling directions and underlining key words. 

b. activate your auditory channel by rereading questions with a whispering voice. 

c. help keep your eyes focused on the question by blocking off the rest of the test with 
your arm or a piece of paper. 

d. All of the above 


The _________ of a multiple-choice question should be used with each option. 
a. distractors 

b. directions 

c. stem 


d. All of the above 


Educated guessing should be used after 
a. the recall step of response. 

b. the immediate response step. 

c. all other options have been tried. 

d. the delayed response step. 


When you first read the stem of a multiple-choice question, you should 
a. decide you really don’t like the question. 
b. turn it into a true-false question. 


c. finish the stem with your own words and then see whether an option matches your 


words. 
d. identify the distractors immediately, using educated guessing strategies, 
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5. When you are told your answer is incorrect on a computerized test, you should 
take a deep breath, relax, and try not to get irritated. 

try to remember the test question so you can discuss it later. 

take time to learn the information with the correct answer. 

All of the above 


ao of 


Matching 


Match the items on the left to the items on the right, writing the letter answer on 
the line. You may use each answer only once. 


1. Paired associations a. words such as sometimes, often, some, perhaps 
@oee OiecTeent, Modihicls b. units of meaning at the beginning of words that 
3. In-between modifiers mean “no” or “not” 
4. lati i : 

Eee AN OS SCs c. guessing true or the letter c 
5. Prefixes with negative meanings 

me : d. the linking of two ideas together 
6. Recognition questions © e 
7. Delayed response e. the beginning part of a multiple-choice question 
8. Assisted response , , 
P f. answers that you immediately know 
9. Stem 
Pome eaaor g. options that are incorrect answers 


h. involves rereading, looking for clues, and doing 
memory searches 


i. words that are absolutes 
j. objective questions 


k. aresponse you give after you skim the test for 
clues 


l. words that often show cause/effect 


Short Answer and Critical Thinking 


Answer the following questions on your own paper. Use paragraph form for your 
answers. 


1. Zach frequently has problems managing his time on tests. For math tests, he starts with the most dif- 
ficult problems because they represent the most points, but then he does not have enough time to 
work the rest of the problems. In history class, he usually does well on objective questions but runs out 
of time for answering the essay questions. Discuss two test-taking strategies Zach could use to man- 
age his time on tests more effectively. 


2. Discuss the difference between delayed response and assisted response that can be used for objective 
test questions. 
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Developing 


Answering 
Recall 
Questions 


Developing 
Strategies for 
Recall, Math, and 
Essay Tests 


Answering 
Essay 
Questions 


During your college career, you will likely encounter recall, math, and essay tests. In 
this chapter you will learn effective strategies to answer recall questions, which 
include fill-in-the blanks, listing, definition, and short-answer questions. You will also 
learn strategies to avoid common errors on math tests and strategies for increasing 
your performance on math tests. Essay tests—the most challenging type of test for 
many students—require you to know the information thoroughly, organize your 
thoughts logically, and express your ideas in well-written sentences and paragraphs. 
The strategies given here for answering essay questions will strengthen your per- 
formance on essay tests. 


nd Essay Tests 


CHAPTER 


Terms to Know | 


recall questions 
fill-in-the-blank 
questions 
immediate response 
delayed response 
memory search 
assisted response 
synonym 
listing questions 
closed questions 
open-ended questions 
definition questions 
short-answer 
questions 
directionword = 
RSTUV Problem- 
Solving Method 
summary notes 
thesis sentence 
organizational plan for 
an essay 
five-paragraph essay 
format 
body of the essay 
concluding paragraph 
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CuHapTER 13 Recall, Math, and Essay Tests Profile 
nm Te 


DO, SCORE, and RECORD your profile before you read this chapter. If you 
need to review the process, refer to the complete directions given in the profile 
for Chapter 1 on page 2. 

ONLINE: You can complete the profile and get your score online at this 
textbook’s web site. 


VES NO 


1. My answers on questions that require lists of information or short answers 
are often incomplete or inaccurate. 


2. I often have difficulty recalling a specific word to complete a fill-in-the- 
blank question. 


3. Open-ended questions that have many possible answers are difficult for me 
to answer. 


4. I write a one-sentence answer for most questions that ask me to define a 
term. 


5. I understand the different answers required for questions that use the 
direction words define, explain, compare, summarize, or evaluate. 


6. I know how to analyze my answers on math tests so I can identify my pat- 
tern of errors. 


7. When I can, I take time to proofread all my answers before turning in the 
test and leaving the classroom. 


8. Iuse my course syllabus, the table of contents of my textbook, and my class 
notes to predict themes or topics that might appear in essay questions. 


9. I prepare summary notes before major tests, such as midterms or final 
exams. 


10. Luse a specific strategy for answering math word problem questions. 


Reflection Writing 1 ; CHAPTER 13 
On a separate piece of paper or in a journal, do the following: 


1. Discuss your profile score for this chapter. What was your score? What does it mean 
to you? 


2. Discuss your general attitude toward tests. How do you react when your instructor 
announces a test? How do you rate your overall test-taking skills? 
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Answering R 


nes 


Fill-in-the-Blank 
Questions 
( MI 


ecal 


I Questions 
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oS 


The four most common types of recall questions are fill-in-the-blank ques- 
tions, listing questions, definitions, and short answers. Elaborative rehearsal, 
thorough learning, and efficient long-term memory retrieval techniques are 
essential for answering such questions. No educated guessing strategies are 
available for these questions. The following chart summarizes the kind of 
information to study and forms of practice to include when you prepare for 
recall questions. 


Recall Questions 


Study This Kind of Information: Practice May Include: 


Information presented in lists 
¢ Definition cards 
—say and spell words on the fronts 
for fill-in-the blank tests 
—three-part definitions on the 
backs of cards for definition and 
short-answer tests 
¢ Category cards 
¢ Cornell recall columns 
* Questions created in the Q step of 
SO4R 
e Summaries at the ends of chapters 
e Details on visual notetaking 
systems 


e Reciting information in full sen- 
tences and in your own words 

¢ Writing short summaries to prac- 
tice expressing ideas on paper 

e Writing answers to the questions 
created in the Q step of SQ4R 

e Writing your own questions for 
fill-in-the-blank, listing, definition, 
and short answer questions 

¢ Working with a study partner to 
exchange practice questions 


A fill-in-the-blank question is a sentence with one or more words missing. You 
must read the sentence carefully and decide which key words will complete the 
sentence correctly. If you know a test will have fill-in-the-blank questions, you 
can predict that the majority of answers will relate to terminology. The follow- 
ing strategies provide you with methods for studying and completing this kind 
of recall question. 


Strategies for Fill-in-the-Blank Questions 


1. Study from the backs of your index cards. 

2. Use immediate response. 

3. Use delayed response; search your memory for the category and ask questions. 
4. Use assisted response by skimming the rest of the test. 

5. Substitute a related synonym or phrase. 


Study from the Backs of Your Index Cards Many fill-in-the-blank ques- 
tions are based on key vocabulary terms. Spend extra time studying from the 
backs of your index cards so that you can readily recall the terms on the fronts. 
If you are studying from vocabulary sheets (similar to the Cornell notetaking 
format) with the terminology on the left and the definitions on the right, cover 
up the left column. Read the definitions and practice reciting and spelling the 
terms in the left column. Your index cards or vocabulary sheets should include 
all the key terms in the chapter and other terms given in lectures. 


348 


UNIT FIVE Strengthening Your Test-Taking Skills 


Use Immediate Response _ If you created, recited, and reviewed vocabulary 
cards or vocabulary sheets using the method just described, you can often get 
an immediate response. The following points are important to remember 
when you fill in the blanks: 


H Unless the directions say otherwise, write only one word on each blank line. 

™@ The length of the line is not an automatic clue to the length of the word that 
will fit on the line. 

— The completed sentence should make sense and be grammatically correct. 

® Blanks that are separated by commas indicate a series of items. 


H Several blank lines without commas between them indicate that you will be 
completing a phrase with a specific number of words. 


Use Delayed Response To use delayed response, search your memory for 
the general category or topic related to the information in the sentence. Once 
you identify the category, search your memory for the details. Try to recall a 
specific chapter, a specific visual mapping, a study tool, or a mnemonic you 
rehearsed for the category. Then ask yourself questions, such as What is ... 
What do we call ... Where is ... When... Who... ? “Talk” your way to 
the answer. 

This memory search, or process of thinking back and connecting to infor- 
mation learned, needs to be done quickly. If you have difficulty identifying the 
category, recalling the study tool used, or answering the questions you formu- 
late, delay your response. Do not spend too much time on one question. If you 
need to leave the question blank, put a checkmark next to the question so you 
remember to come back to it later. Move on to the next question. 


Use Assisted Response After you have answered all the questions you can on 
the test, return to the unanswered ones and apply assisted response. Because 
fill-in-the-blank questions are usually key vocabulary terms, use the rest of the 
test to look for the terms or their categories. For example, if you know the term 
belongs to the category “test anxiety,” skim through the test looking for other 
questions about test anxiety. Sometimes you will find the word or an item on 
the test that will trigger an association to the missing word. 


Substitute a Related Synonym or Phrase You may be able to pick up par- 
tial points by writing something in the blank even though you know it is not the 
correct term. Try one of the following possibilities: 


@ Use a synonym (a word with a similar meaning) or a substitute word. You 
may not get full points for your answer, but you may be given partial credit. 


™@ If necessary, write a short phrase. Some teachers (though not all) will recog- 
nize your effort. 


Filling in the blank using synonyms, substitutions, or phrases does show an 
effort on your part. Be aware, however, that you may put effort into using this 
approach but your answer will be marked wrong because the exact answer was 
needed. Make a mental note to find the correct answers after the test. 


Ee eS ee a ee, aera, 
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SN EXERCISE 13.1 Filling in the Blanks 


Work with a partner. Read the following questions carefully. They are all review 
questions based on key terms from previous chapters. First try an immediate 
response; then try a delayed response by doing a memory search and posing a 


question. 
ls SA SPae a Ee — technique is a concentration technique for 
letting other people know that you do not want to be disturbed. 
2. The beginning part of a multiple-choice question is called the 
3. _______sss=s==—=—s—__- time consists of a few hours each week added to your time-management 
schedule to allow for any extra study time beyond your regular study blocks. 
4. Howard Gardner’s ___________ intelligence refers to a person’s ability to work cooper- 
atively, understand people, and demonstrate leadership skills. 
5. The second step of the Cornell system uses the memory principle of selectivity when information is 
Selected (Opi il) the, es IS Column: 
6. The memory principle of is used when two items are linked together in 
memory so one can trigger the recall of the other. 
7. Maslow’s highest level of needs in his hierarchy is called - 
8. are clusters of related information that are imprinted in long-term 
memory. 
9. Excessive stress is called — 
10. are number words such as first, second, and third. 
11. A(n) SCS... is a “meemoory trick strategy” that involves making up a word by using 
the first letters of each of the key words that you need to remember. 
12. A(n) SSCS learner describes a person who is a “right-brain dominant person” 


13. 


14. 


15. 


and tends to be intuitive, creative, and visual. 


such as I, II, III, IV, and V are used to show 


main topics in a formal outline. 


memory occurs when emphasis is on memorizing the exact wording of 
information instead of using elaborative rehearsal for more thorough understanding. 


is the process of skimming through information before beginning the 


process of careful reading. 
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Listing questions require you to recall a specific number of ideas, steps, or 
vocabulary words. The answers are usually key words; full sentences are not 
generally required. Listing questions often begin with the direction word list or 
name. Using the following strategies will improve your performance on listing 
questions. 


Strategies for Listing Questions 


1. Predict listing questions when you study. 

2. Underline key words and determine whether the question is closed or open 
ended. 

. Use immediate response. 

. Use delayed response; do a memory search and ask questions. 

. Use assisted response. 

. Substitute a related synonym or phrase. 


O O1 B® © 


Predict Listing Questions When You Study You can predict listing ques- 
tions as you read, take notes, and create study tools by recognizing or antici- 
pating possible items for listing questions. Lists to study can be found 


on vocabulary category cards. 
in questions created for headings in the SQ4R system. 
in Cornell recall columns. 


in level one and level two information in mappings or hierarchies. 


fal 

i 

Ra 

B® in chapter objectives and introductions. 

Be 

M@ in paragraphs that use ordinals (number words). 
a 


in marginal notes written in your textbooks. 


Underline Key Words In Closed and Open Ended Questions By underlin- 
ing the key words in the question, you will be able to focus specifically on the 
information being asked. Notice how the underlining in the following question 
helps you focus: 


1. Lining up the Cornell columns is one reflect activity you can do during the 
fourth step of the Cornell notetaking system. List five other study tools that 
you can make during the reflect step to reinforce the learning process. 


Now decide whether the question has specific answers or a variety of possible 
answers. Closed questions require very specific answers, often in a specific 
order. Open-ended questions can have many possible answers. You can pull 
related ideas and information from throughout the term to develop your 
answer for an open-ended question. The above question about study tools dur- 
ing the reflect step of Cornell is an open-ended question. Any five of the follow- 
ing answers would be correct: visual mappings, cartoon/pictures, acronyms, 
outlines, study tapes, written summaries, predicted test questions, vocabulary « 
flash cards, or hierarchies. : 

This is a closed question: List the five R’s of the Cornell notetaking system in 

the order in which they occur. 
This is an open-ended question: List six concentration strategies to reduce 
attention to external distractors. 


Use Immediate Response After you have underlined the key words in the 
directions, you may be ready with the answer. Being able to give an immediate 
response indicates that you organized and rehearsed information effectively, 


which enabled you to quickly retrieve what was needed from long-term 
memory. 
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Use Delayed Response __ If necessary, move to delayed response. Use associa- 
tion triggers to help you connect the key words in the directions to the informa- 
tion you want to find in your memory bank. Use the following techniques. 


@ Focus on the key words you underlined in the directions. These will help you 
identify the category. 


M@ Search your memory for study tools that you created to rehearse the infor- 
mation. Try to picture the index cards, the Cornell recall column, the chapter 
headings, or the main topics in visual notes or outlines. 


@ Turn the information into a new question. In the preceding example, you 
might pose the question “What study tools help me reflect on information 
that Iam learning?” 


Because you probably have many other questions to deal with on the test, 
memory searching and questioning must be done relatively quickly. If you are 
able to retrieve an answer—or part of an answer—write it down. If you are not 
able to complete the listing, place a checkmark next to the question. You can 
come back to it later after you have completed as many questions as possible. 


Use Assisted Response When you return to the unanswered or partially 
answered questions, skim through the rest of the test for possible clues. Many 
times important information appears in the test in more than one place but ina 
different questioning format. Focus on the key words that you underlined in the 
directions. When you find a possible answer, check it against the question that 
you posed earlier. 


Substitute a Related Synonym or Phrase _ If you were not able to locate the 
exact terms for the listing, use synonyms or short phrases. These answers are 
not as accurate, yet they show your effort and general understanding. An empty 
space can bring only one result: no points. You may receive full points or partial 
points for using synonyms or short phrases. 


BW Exercise 13.2 Practicing Closed and Open-Ended Questions 


Work with a partner. Read the following questions carefully. In the margin, write 
C if the question is a closed question and O if the question is an open-ended 
question. On separate paper, list answers for each question without referring to 
other pages in your textbook or your notes. 


Se he ed Shad be 


What are the steps, in order, for the SQ4R textbook reading system? 

List five strategies to reduce or eliminate procrastination. 

List five traits of active listeners. 

What are the eight intelligences in Howard Gardner's Theory of Multiple Intelligences? 


Name the four levels of response (in order) that you can use to answer test questions. 


Any questions that ask you to “define” a term are definition questions. This 
kind of question asks you to retrieve specific information from your memory 
and organize the information into sentences. Paired association is required and 
achieved if you have studied from vocabulary cards or vocabulary sheets. You 
can predict that these questions will come from the course-specific terminology 
that was defined in your textbook and in lectures. The following strategies will 
result in well-developed definition answers. 
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Strategies for Definition Questions 


1. Read the question carefully. Underline the term to be defined. 
2. Use the three steps for writing definitions. 
3. Use delayed response and assisted response if necessary. 


Underline the Term Fora short definition question, the term is easy to iden- 
tify. Underline the term to help you keep your focus on that one word. 
Sometimes definition questions begin by giving background information. Read 
all of the information carefully and then underline the term to be defined. The 
following examples are both definition questions. 


1. Define the term neurons. 


2. The human nervous system is comprised of two primary types of cells, the 
neurons and the glial cells. Glial cells provide physiological support to neu- 
rons. Define neurons in the central nervous system. 


Use the Three Steps for Writing Definitions For powerful definition 
answers, include three levels of information. First, name the category associ- 
ated with the term. Second, give the formal definition. Third, expand the defi- 
nition with one more detail. The following examples show a weak answer anda 
strong answer. 


Question: Define the term distributed practice. 
Weak Answer: It means you practice at different times. 


Strong Answer: Distributed practice is a time-management strategy 
Category nw ee “that is also related to the memory principle of time on 
Definition task. It means that study blocks are spread or 


One more laNeiea a. (ae bted throughout the week. Distributed practice 


[i Posner the opposite of marathon studying. 


Expanding your definition is the open-ended part of a question that gives 
you the opportunity to show you know more about a word than just its most 
basic definition. The following chart shows seven methods, followed by an 
example, that are commonly used to expand a definition. 


Add one more fact. Distributed practice often occurs when the 2:1 ratio is used. 


Give a synonym. Distributed practice is the same as spaced studying. 


Give an antonym, a 


contrast, or a negation. 
eT 
Give a comparison or an_ | Distributed practice is like working on a goal a little every day instead of trying 


analogy. to complete all the steps in one block of time. 


Distributed practice is the opposite of marathon studying or massed practice. 


Define the structure of 
the word. 


Give the etymology. 


Give an application. 


The root of neuron is “neuro,” which means nervous system. 


The term locus comes from the Latin “loci,” which means place, so locus of 
control refers to a place where there is the control. 


Surveying can be used to become familiar with a new textbook, chapter, 
article, or test. 
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Use Delayed and Assisted Response _ If you are not able to give an immedi- 
ate response, the questions given for identifying the general category may help 
you with the delayed response. If your mind is blank and you cannot write the 
definition or expand the definition, place a checkmark next to the question and 
move on. After you have answered all the questions you can, skim through the 
rest of the test to search for additional clues or details to complete your answer. 
Remember that key terms are frequently used or referred to in other parts of the 


test in other questioning formats. 
td 


Ww EXERCISE 13.3 Answering Definition Questions 


Work with a partner. Write a three-part definition answer for the following 
definition questions. 


1. Define the term reciting. 
category: 
definition: 


Yi 


one more detail: 


2. You have learned many study strategies in this course. These strategies have one common character- 
istic: they all emphasize elaborative rehearsal. Define the term elaborative rehearsal. 


category: 


definition: 


one more detail: 


3. Learning involves intellectual and emotional growth. Self-talk has the power to enhance the learning 
process, but it can also hinder the learning process. In this course, the focus has been on the power of 
positive self-talk. Define what is meant by positive self-talk. 


category: 


definition: 


one more detail: 
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4. Define Memory Principle of Organization. 


category: 


definition: 


one more detail: 


Short-Answer 
Questions 


Short-answer questions usually require a short paragraph of three to seven 
sentences for the answer. Sometimes they look like “mini-essays” and other 
times they look like expanded “listing questions” that use sentences to explain 
the items in a listing. With short answers, both the content of your answer and 
your writing skills are important. Some teachers will grade higher when you 
use correct grammar, punctuation, and spelling. 

As with listing questions, short-answer questions may be closed questions in 
which very specific answers are expected. They may also be open-ended ques- 
tions that require you to connect or relate ideas from different parts of the 
course, or they may require you to apply your knowledge to new situations. Both 
types of short-answer questions require sufficient details to show that you know 
the information. The following steps can help you write an effective answer. 


Strategies for Answering Short-Answer Questions 


1. Identify the direction word and underline the key words. 

2. Make a mental plan or short list of key ideas to use in your answer. 
3. Write a strong, focused opening sentence. 

4. Add additional sentences with specific details. 

5. Use delayed and assisted response if necessary. 


Identify the Direction Word and Underline Key Words The first step is to 
pay attention to the direction word in each question. Each type of direction 
word requires a specific kind of answer. To get full points for your work, your 
answer must match the question. The following direction words are common 
for short-answer questions. 


| Direction Word What Is Required 
eet 


Discuss/Tell Tell about a particular topic. 
—— 


Identify/What are? | Identify specific points. (This is similar to a list- 


ing except that you are required to answer in full 
sentences. ) 


Describe Give more specific details or descriptions than are 
required by “discuss.” 
Explain/Why? Give reasons. Answers the question “Why?” 


Explain how/How? | Describe a process or a set of steps. Give the steps in 


chronological (time sequence) order. 


When? Describe a time or a specific condition needed for 


something to happen, occur, or be used. 
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Circle the key direction word when you first read the question. Review in 
your mind what is required by this direction word. Because you want to 
respond quickly, become very familiar with the preceding descriptions of direc- 
tion words. Then underline key words to use in your answer. 

Each of the following test questions has the same subject: visual mappings. 
ee because of the different direction words, each answer will be slightly 

1irerent. 


(Why)is recitation important to use while studying a visual mapping? 


xplain how)to create a visual mapping. 


(How)should you study from a visual mapping? 
(When)should visual mappings be used? 


Make a Mental Plan or a Short List of KeyIdeas_ Look at the key words under- 
lined in the step above. These words should be included in your answer. Pause and 
do a memory search for appropriate details for your answer. Either make a mental 
plan or jot down a short list of points that you will want to present in sentence 
form. Do only what is expected; do not pad the answer with unrelated information. 


Write a Strong, Focused Opening Sentence Because you will not have 
much space to write a long answer, begin your answer with a sentence that is 
direct and to the point. Your first sentence should include the key words of the 
question and should show that you are heading in the direction required by the 
direction word. Do not beat around the bush or save your best information for 
last. The first sentence, when well written, lets the teacher know right away that 
you are familiar with the subject. 

Notice the differences in quality in the following opening sentences. The 
first one does not get to the point. The second and third examples are direct and 
show confidence. 


Question: Why is recitation important in the learning process? 
Weak: Recitation is important because it helps a person learn better. 


Strong: Recitation, one of the Twelve Principles of Memory, is impor- 
tant to use for studying for three reasons. 


Strong: Recitation is important for studying because it involves the 
auditory channel, feedback, and practice expressing ideas. 


Add Sentences with Specific Details After you write your opening sen- 
tence, expand your answer with more information. Give appropriate details to 
support your opening sentence; try to use course-related terminology in your 
answers. 

Notice the difference between the weak answer and the strong answer in the 
following example. 


Weak: — Recitation is important because it helps a person learn. Everyone 
wants to do the very best possible and recitation helps make that 
happen. When you recite, you talk out loud. You practice infor- 
mation out loud before a test. 


Strong: Recitation is important for studying because it involves the audi- 
tory channel, gives feedback, and provides practice expressing 
ideas. When a person states information out loud and in com- 
plete sentences, he/she activates the auditory channel, which 
results in a stronger imprint in long-term memory. Reciting also 
gives feedback so a person knows immediately whether or not the 
information is understood on the level that it can be explained to 
someone else. Taking time to recite also provides the opportunity 
to practice organizing ideas so they can be clearly expressed. 
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Use Delayed and Assisted Response if Necessary If youare unable to write 
a strong opening sentence for your short answer, do a memory search for the 
topic. Frequently students are able to write the opening sentence but have diffi- 
culty with the details necessary to expand the opening sentence. If the delayed 
response and the memory search do not result in sufficient information or 
details, place a checkmark next to the question and move on. After all other 
questions have been answered, skim through the test for related details that you 
can add to your short answer. Expand your answer with these details. 


SS Exercise 13.4 Writing Answers to Short-Answer Questions 


Select two questions from the following list. Write your answers on a separate 
piece of paper, or use the computer to email your answers to your instructor. Be 
sure to include the numbers of the questions with your answers. 


. Discuss the differences between hearing and listening. 

. Explain why rote memory is not a reliable method for studying in college. 

. Explain how locus of control affects a person’s perception of his or her life. 

. Discuss any one strategy that you can use to comprehend a difficult paragraph. 

. Describe a five-day study plan for a major test. 

. Explain the process that stimuli go through to be imprinted in long-term memory. 
. When should you use educated guessing on tests? 

. Explain how the Decay Theory of Forgetting works. 
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. Briefly discuss ways to keep your mind on the speaker when his or her rate of speech is very slow and 
your rate of thinking is very fast. 


10. What occurs for a listener in the first step (reception) of the listening process? 


Ceo Exercise 1.7 LINKS 


Assume you are in a health class and are preparing for a test that includes the 
coping strategies presented in Exercise 11.1, page 294. Write the following kinds 
of practice questions on your own paper. Then present your questions to a 
partner to answer while you practice answering your partner's questions. Try 
answering these recall questions without looking back at the passage. 


1. Write three fill-in-the-blank questions. 
2. Write one listing question. 

3. Write one definition question. 

4. Write one short-answer question. 


Group Processing: Buen: of pad on aur Complete the following directions. You may be 
. asked to share with the class the informati 
A Collaborative ion your group generates. 


Learning Activity 1. Discuss strategies you use to prepare for a math test. After each member of 
your group discusses his or her strategies, compile a list of the strategies 
used by members of your group for math tests. 


2. Brainstorm to make a second list that shows the kinds of errors you some- 
times make on math tests. 
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Taking Math Tests 


How can this student use a completed math test to 
improve her test-taking skills? What kinds of problem 
patterns should she look for on the test? 


The test-preparation strategies and test-taking strategies discussed previously 
apply to test-taking situations for all math tests. Because most problems on 
math tests are patterned after math problems you worked on in the textbook and 
in class, reworking problems before a test is an excellent test-preparation tech- 
nique. Reciting and reviewing steps of a specific process, formulas or theorems, 
and meanings of symbols, and translating algebraic symbols into English words 
should also be a part of your test-preparation strategy. Performing well on tests 
involves a variety of tasks: 


i & 


You must read the directions and the problem carefully to identify the 
problem, the information that is provided, and the missing information 
that you will need to supply for the answer. Frequently, drawing a simple 
picture of the problem or expressing the problem in an algebraic formula 
will help you see the problem more clearly. 


You must use the information to solve the problem. You can begin the 
process by first estimating a reasonable answer. After you work the steps to 
complete the problem, you can compare your final answer with your esti- 
mated answer. A discrepancy between the two answers provides you with 
feedback that you should examine the problem more carefully. 


You must apply the appropriate problem-solving technique to reach the 
correct answer. Conduct a memory search for the problem-solving steps 
or formulas that you used in class for this type of math problem. Mentally 
compare the test problem to problems you practiced and reworked in class 
and in the textbook. 


You must show your work all the way through to the last step of solving the 
problem. Showing all the steps of the process indicates that you under- 
stand how to use a set procedure to solve the problem; it can also show you 
or your instructor where errors occur if you do not solve the problem cor- 
rectly. In addition, your instructor may award points for the work you show 
in the individual steps even if the final answer is incorrect. 
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Recognizing six types of test-taking errors can help you strengthen your accu- 
racy on math tests. Use the following information each time you do a math 
problem for homework, as well as on tests. After tests are returned to you, use 
the information to analyze your errors so you can adjust your strategies for 
future tests. 


Six Types of Test-Taking Errors 


Or ws G NM 


. Misread directions errors 
. Careless errors 
. Concept errors 

. Application errors 

. Test-taking errors 

6. Study errors 


i Adapted from: Nolting, Math Study Skills Workbook, pp.92-95. 


Misread directions errors occur when you skip directions or misunder- 
stand directions, but you work the problems anyway. To avoid misread direc- 
tions errors, read all the directions carefully and circle or underline key words. 
If you do not understand any of them, ask your instructor for clarification. 


Careless errors are mistakes that you can catch automatically upon review- 
ing the test. Both good and poor math students make careless errors. Students 
who commit these errors know the math but simply make sloppy mistakes, 
such as calculation mistakes, or omission of a symbol or the steps used to solve 
the problem. If a student can point out the mistake upon examination of a prob- 
lem at a later point, the error is one of carelessness. To reduce careless errors, 
use all available test time wisely to check your work. 


Concept errors are mistakes made when you do not understand the proper- 
ties or principles required to work the problem. Concept errors, if not cor- 
rected, will follow you from test to test, causing a loss of test points. After the 
test, go back to your textbook or notes and learn why you missed those types of 
problems. Rework several problems that use the concept that you need to learn 
more accurately. In your own words, write the concepts that you use to solve 
these kinds of problems. 


Application errors occur when you know the concept but cannot apply it to 
the problem. Application errors usually are found in word problems, deducing 
formulas (such as the quadratic equation), and graphing. To reduce application 
errors, you must predict the types of application problems that will be on the 
test. You must then think through and practice solving those types of problems 
using the concepts. Application errors can be avoided with appropriate practice 
and insight. 


Test-taking errors apply to the specific way you take tests. The following list 
includes test-taking errors that can cause you to lose many points on an exam: 
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- Missing more questions in the first third or the last third of a test: Errors in 


the first third of a test (the easiest problems) can be due to carelessness. 
Errors in the last part of the test can be due to the fact that the last problems 
are more difficult or due to increasing your test speed to finish the test. 


. Not completing a problem to its last step: Take time to review the last step to 


be sure you show all your work right up to the end of the problem. 


. Changing test answers from correct to incorrect: Changing answers without 


a logical reason for doing so is a sign of panic or test anxiety. Keep your 
original answer unless you locate an error in your work when you review 
your work a final time. 


. Getting stuck on one problem and spending too much time on it: Set a time 


limit for each problem. Working too long ona problem without success will 
increase your test anxiety and waste valuable time that could be better used 
solving other problems or reviewing your test. 


. Rushing through the easiest part of the test and making careless errors: Work 


more slowly and carefully. Review the easiest problems first if you have 
time to go back over your work during the allotted test time. 


. Miscopying an answer from your scratch work to the test: Systematically 


compare your last problem step on scratch paper with the answer written 
on the test. Always hand in your scratch work with your test. 


. Leaving answers blank: If you cannot figure out how to solve a problem, 


rewrite the problem and try to do at least the first step. 


. Solving only the first step of a two-step problem: Write two in the margin of 


the test when you first read the problem. This reminds you that you need to 
show two steps or two answers to the problem. 


. Not understanding all the functions of your calculator can cause major test- 


ing problems. Take time to learn all the functions of your calculator before 
the test. 


Leaving the test early without checking your answers: Use the entire allotted 
test time. Remain in the room and use the time to check each problem. 


Study errors occur when you study the wrong type of material or do not 
spend enough time on pertinent material. Use your time management skills to 
allocate sufficient time to review problems and formulas that have been cov- 
ered in class. Create study tools such as three-column notes and index cards to 
review frequently before the test. 

Adapted from: Nolting, Math Study Skills Workbook, pages 92-95. 


In Topics in Contemporary Mathematics, the RSTUV Problem-Solving Method 
serves as a model to solve any word problem. 


RSTUV Problem-Solving Method 


1. Read the problem, not once or twice, but until you understand it. 
2. Select the unknown; that is, find out what the problem asks for. 
3. Think of a plan to solve the problem. 

4 Use the techniques you are studying to carry out the plan. 

5. Verify your answer. 
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1, Read the problem. Mathematics is a language. As such, you have to learn how to read it. You 
may not understand or even get through reading the problem the first 
time. Read it again and, as you do, pay attention to key words or instruc- 
tions such as compute, draw, write, construct, make, show, identity, 
state, simplify, solve, and graph. 


2. Select the unknown. How can you answer a question if you do not know what the question is? 
One good way to look for the unknown is to look for the question mark “?” 
and carefully read the material preceding it. Try to determine what infor- 
mation is given and what is missing. 


3. Think of a plan. Problem solving requires many skills and strategies. Some of them are 
look for a pattern; examine a related problem; make tables, pictures, and 
diagrams; write an equation; work backward; and make a guess. 


4, Use the techniques you are If you are studying a mathematical technique, it is almost certain that 
studying to carry out the plan. you will have to use it in solving the given problem. Look for procedures 
that can be used to solve specific problems. Then carry out the plan. 

Check each step. 
5. Verify the anewer. Look back and check the results of the original problem. Is the answer 


reasonable? Can you find it some other way? 


Source: Bello and Britton, Topics in Contemporary Mathematics, pp. 5-6. 


Reflection Writing 2 CHAPTER 13 


On a separate piece of paper or in a journal, discuss the strategies that you believe will be 
the most helpful to you on future tests involving recall questions and math problems. 
Which strategies deal directly with test-taking problems you have previously encountered? 
How might these strategies improve your performance? 
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SS EXERCISE 13.6 Looking at Test-Taking Errors on Math Tests 


Complete the following comparison chart. In the middle column, briefly describe 
or define each of the problems listed on the left. In the right column, personalize 
your chart by noting whether you tend to exhibit that type of error in your math 
tests. (Note: If you are not currently enrolled in a math course, you may complete 
this chart for any one of your courses.) 


oF 


Type of Error Brief Description Personal Assessment 


1. Misread directions 


2. Careless 


3. Concept 


4, Application 


5. Test-taking 
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6. Study 
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BS EXERCISE 13.7 Case Studies 


Each of the following case studies describes a student situation. Read each case 
study carefully, highlight key ideas or student issues. Answer the question that 
ends each case study. In your response, address the key points that you 
highlighted and that directly relate to the question. Answer in complete sentences. 
These case studies are also available online; you can email your response to your 
instructor or print a copy of your work online. 


1. Armand takes effective notes in his science class. He does well on multiple-choice tests but frequently 
has difficulty with fill-in-the-blank tests. He realizes that he needs to adjust his study methods to pre- 
pare more effectively for this test format. Which study methods would you recommend he use to be 
better prepared for fill-in-the-blank questions? 


2. Jessica’s sociology instructor writes test questions that require listings and short answers. Jessica 


decides to form a study group to help her prepare for an upcoming sociology test. She wants the group 
to be productive, but she needs suggestions on an approach the study group can use to prepare for the 
test. Which study techniques would you suggest the group implement? 
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Essays are demanding. They require that you know the information thoroughly, 
be able to pull the information from your memory, and write about relation- 
ships rather than isolated facts. The way you express the information and the 
relationships needs to follow a logical line of thinking. Essays also require a 
sound grasp of writing skills (grammar, syntax, and spelling), as well as a well- 
4 developed, expressive vocabulary. If essay writing is intimidating to you, be 
assured that you can strengthen your essay-writing skills by using the following 
strategies and, if you feel it necessary, by enrolling in writing or vocabulary 


courses. 
(©) Preparing for Preparation for essay tests involves gathering information about “the big pic- 
Essay Tests ture” concepts, trends, and relationships and then associating supporting 


details to be used within the essay. The strategies used to prepare for essays vary 
based on the type of essay test that will be used. 


Strategies for Different Kinds of Essay Tests 


1. Predict and organize for essay tests when the topics are unknown. 

2. Organize and practice writing essays when the topics are announced in 
advance. 

3. Organize and practice writing essays when the questions are announced in 
advance. 

4. Organize materials when the essay is an open-book test. 

5. Organize and develop essay answers for take-home tests. 


Unknown Topics Predict and organize for essay tests when the topics are un- 
known. The most challenging type of essay test is the one in which the topics for 
the essay questions are not announced in advance. For this type of test, your 
study strategies throughout the term need to include elaborative rehearsal of 
both the textbook and the lecture material. Elaborative rehearsal occurs when 
you work with the information; rearrange it; look for relationships, patterns, 
and trends; and work to recognize key concepts, main ideas, and themes, as 
well as significant supporting details for the “big pictures.” The following 
strategies will help you prepare for essay exams when the topics are not 
announced in advance. 


@ Focus on identifying the major themes that your instructor developed through- 
out the term. Begin by examining your course syllabus and course outline. 
Your course syllabus and outline state the course objectives and learning 
outcomes, which basically are the themes or the big pictures you should 
know upon completion of the course. Next, examine the textbook’s table of 
contents. Oftentimes the headings of units or groups of chapters form a 
theme; the chapter titles may also form themes. For example, in the sample 
table of contents in Chapter 7 (page 174), the unit headings reveal several 
themes: Chemical Substances and Reactions, Atomic Structure and 
Chemical Reactions, Different States of Matter, and Chemical Reaction 
Concepts. Some chapter titles may also reveal themes that your instructor 
emphasized in the course: Chemical Composition, Electron Structure of 
Atoms, Chemical Bonding, or Acids and Bases. Review the information in 
the introductory section of your textbook, for it often states major themes 
the author develops in the textbook. Finally, examine your course notes and 
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any visual materials such as visual mappings, hierarchies, and comparison 
charts that you created throughout the term to identify additional recurring 
topics or themes. The following chart summarizes ways to identify major 
themes that your instructor may use to write essay questions. 


Identifying Themes 


1. Course syllabus and course outline 

2. Unit titles and chapter titles in the table of contents 
3. Introductory material in the front of the textbook 

4. Course notes and visual materials 


® Create summary notes that pull together information from your textbook, lec- 
tures, and homework for each theme. Essay questions often require you to 
compare, contrast, summarize, describe, explain, discuss, or apply informa- 
tion about major themes to specific situations, so your goal with summary 
sheets is to facilitate the review process by compiling and grouping related 
information. Summary sheets in the form of lists, visual mappings, hierar- 
chies, outlines, or comparison charts help you group and organize informa- 
tion into a big picture (see Chapter 4, page 101). 


@ Use the list of possible themes and your summary notes to predict and write test 
questions. Refer to previous tests from the same instructor to become famil- 
iar with the types of essay questions your instructor uses. You may also want 
to talk to students who have already completed the course to gain insight 
into the types of essay questions the instructor uses. Consider working with 
a study partner so each of you can create practice questions to prepare for an 
upcoming test. Use the direction words on page 366 to add variety to the 
questions you compose. 


@ Practice writing answers for the essay questions you created. Set a realistic 
time limit to compose answers to your practice questions. If you practice 
expressing your ideas on paper before the test, dealing with essay questions 
on the test is much less stressful and intimidating. Even if your predicted 
questions do not appear in some form on the test, you will have had practice 
working with a variety of topics in depth. Strategies for organizing your 
ideas and writing an essay appear on pages 368-371. 


Topics Announced in Advance Organize and practice writing essays when the 
topics are announced in advance. Sometimes instructors will indicate the topics 
that will be used for essay questions, although they do not provide you with the 
actual questions. This advance notice offers you the opportunity to generate 
detailed notes on the topics so you can predict test questions and practice devel- 


oping comprehensive answers. Use the following strategies to prepare for this 
type of essay test. 


m@ Use the index of your book to locate page references for information about the 
topic. Reread each of the pages; prepare a set of summary notes. (See 
Chapter 4, page 101.) Expand your summary notes by adding information 
from your lecture notes and homework assignments. 


m Use the strategies discussed on pages 368-371 to identify possible themes 
related to the topic and to write practice test questions. Remember that essay 
questions usually focus on the big pictures or concepts. They may ask you to 
compare, contrast, discuss, explain, or summarize information about the 


topic. Use a variety of direction words from the chart on page 366 when you 
write practice questions. 
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M@ Practice organizing information and answering your predicted questions. If 
you work with a study partner, each of you should prepare separate practice 
answers. Begin by organizing the information into an outline or some form 
of visual notetaking. After you finish your essays, take time to compare the 
structures of your essays and the kinds of information each of you chose to 
include in the answer. 


Questions Announced in Advance Organize and practice writing essays 
when the questions are announced in advance. Some instructors announce the 
exact essay questions in advance, or they provide you with a list of essay ques- 
tions from which the test questions will be selected. By announcing essay ques- 
tions in advance, instructors expect well-developed and thorough answers that 
include specific, relevant details. This advance notice offers you the opportu- 
nity to gather pertinent information, organize the information into paragraphs, 
and compose a comprehensive answer. Use the following strategies to prepare 
for this type of essay test. 


@ After carefully reading each question, identify the direction words and key 
words so your answers reflect the questions. Be certain that you understand 
what kind of information the instructor expects in each of your answers. 


@ Gather information to use in each answer. Use the index of your textbook, 
your notes, and your homework assignments to locate information that you 
can use to answer each question. 


@ Organize your answers. Create outlines, visual mappings, or hierarchies to 
show the structure you plan to use in each answer. Clearly identify the main 
ideas that you will use to develop the separate paragraphs to answer each 
question. Memorize the outlines or the skeletons of your visual mappings or 
hierarchies so you can mentally recall them when you are in class compos- 
ing the answer to the essay question. 


@ Practice writing the answers to the questions several times. Without referring 
to your outline or visual mapping, write a strong answer for each of the essay 
questions. Then critique your answer. Does it include the key ideas on your 
summary notes? Does it use course terminology? Do the ideas flow together 
smoothly? Set aside the questions for one day. The following day, write new 
answers for the essay questions. Compare the effectiveness of your answers. 
Continue practicing writing answers to the test questions until your ideas 
flow smoothly and effortlessly onto the paper. 


Open-Book Test Organize materials for an open-book test. Students are often 
excited and relieved to learn that an essay test will be an open-book test. 
However, the previous strategies for preparing for tests by anticipating test 
questions, preparing summary sheets, and practicing writing answers should 
still be used. In addition, the following strategies should also be used so you are 
not wasting valuable test time searching for needed information: 


m Become familiar with the index of your book so you can look up the topic 
quickly. 

m@ Use a special highlighter for important facts (significant dates, names, events, 
statistics, or terminology) and quotations you predict may be needed on the 
essay. 

m@ Use tabs to mark significant pages such as important summary charts, tables, 
lists or steps, or visual materials. 


Take-Home Test Organize and develop answers for a take-home test. 
Expectations for a polished essay are higher when the essay questions are given 
as a take-home test. The major problem many students face with take-home 
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tests is not allowing enough time to develop essay answers. Use the steps pre- 
sented in Chapter 4 (pages 102-103) for a term-project goal. 

Take-home essays, which are written in untimed situations, use basically 
the same steps as classroom tests with a few modifications in the first and 
last paragraphs. In an essay test, the first paragraph is very brief; it basically 
gives the thesis sentence. In an untimed essay, this first paragraph can be writ- 
ten to create a stronger interest for the reader. The paragraph may begin with a 
captivating introduction, called a lead-in, and end with your thesis sentence. 
Introductions or lead-ins may include: 


@ A short personal experience, an incident, an analogy, or an event from the 
text that is closely related to the thesis 


@ Factual information from your text or from library research 
@ Brief background information that prepares the reader for your thesis 
@ A fictitious situation that introduces the thesis 


The last paragraph continues to serve as a summary or conclusion. The first 
part of the paragraph will still echo your thesis sentence. However, it can also 
include implications or applications of the topic of your essay. This closing 
paragraph can be written to leave the reader with some new angles or thoughts 
to consider. 

If you decide to use these variations for your introductory and concluding 
paragraphs, remember to be concise. Lengthy variations shift the focus away 
from your thesis and body, and that is not your intention. 


Some of the direction words used in short-answer questions also appear in 
essay questions. Understanding the direction words is essential for your essay 
to address the question that was posed. Study the following direction words so 
that you will know the kind of information that is expected in your answer. 


Compare 
Contrast 


Define 


Trace/Outline 


Summarize 


Evaluate/Critique 


Analyze 


Describe 


Tell about the parts or the main points. Expand with specific details. 


What Is Required 
Show the similarities and differences between two or more items. 
Present only the differences between two or more items. 


Give the definition and expand it with more examples and greater details. 


Discuss the sequence of events in chronological order, 


iW 


Identify and discuss the main points or the highlights of a subject. Omit 
in-depth details. 


Offer your opinion or judgment, and then back it up with specific facts, 
details, or reasons. 


a 


Identify the different parts of something. Discuss each part individually. 


Give a detailed description of different aspects, qualities, characteristics, 
parts, or points of view. 


Explain/Explain why Give reasons. Tell why. Show logical relationships or cause/effect. 


Explain how Give the process, steps, stages, or procedures involved. Explain each. 
Give examples. Explain each example with details. 
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As an example of the importance of understanding the direction word, 
assume a question on your literature test stated, “Compare the writing style of 
Homer in The Odyssey and John Milton in Paradise Lost.” In your essay, you 
would want to focus on the similarities and differences between the two 
authors’ writing styles. To simply write one paragraph describing Homer and 
another paragraph describing Milton, and assume that the teacher could infer 
the differences by reading the two paragraphs would not clearly show the rela- 
tionships involved. The direction word requires you to identify specific ele- 
ments of writing styles and compare or contrast the use of each element by 
Homer and by Milton. Responding appropriately to direction words is an essen- 
tial key to well-written answers. 


SN Exercise 13.8 Analyzing Essay Questions 


Work with a partner or in a small group. Read each question carefully. On the 
line, write C if the question is a closed question and O if the question is an open- 
ended question. Then circle the direction word and underline key words that you 
would use in your answers. 


1. 


ae SOK 


10. 


11. 


12. 


Loe 


14. 


iS: 
16. 


Discuss this statement: Business competition encourages efficiency of production and 
leads to improved quality control. 


Is gross national product really a reliable indicator of a nation’s standard of living? 
Explain. 


Why should business take on the task of training the hard-core unemployed? 


What are the major differences between the economic model of social responsibility and 
the socio-economic model? 


Define the goal of affirmative-action programs and tell how the goal is achieved. 
Explain the differences between general partners and limited partners. 
Trace the incorporation process and describe the basic corporate structure. 


Discuss the changes made in Washington in the post-Watergate years to place greater 
restrictions on the executive power of the president of the United States. 


Contrast the opinions and sentiments expressed by the people of Panama and the 
American people in 1977 in regard to the ownership and rights to the Panama Canal. 


President Clinton’s 1998 visit to China brought the Tiananmen Square event back into the 
public’s awareness. Trace the events in China that led up to and followed the massacre in 


Tiananmen Square. 


In the late 1990s, environmental issues remained high on the international list of global 
problems. Summarize the global environmental issues that may have the greatest impact 
on the welfare of the world’s population. 


Which leadership style or styles most closely conform to supportive communication? 
Explain. 


Think of and then discuss three examples of positive ethnic stereotypes. 


Compare the thinking styles of vertical thinkers and lateral thinkers. Include the charac- 
teristics of each type of thinker and give examples to clearly show the differences in the 
way each would operate in day-to-day situations. 


What are Piaget's stages of human development? Summarize each stage of his theory. 


Trace the path of blood in the circulatory system of mammals. 
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The following strategies for answering essay questions are similar to the strate- 
gies used for short-answer questions (page 354). The procedures have been 
expanded to meet the essay requirement that full paragraphs be used to com- 
municate the information. Understanding the general structure of an essay and 
using the following strategies will result in better performance on essay tests. 


Strategies for Answering Essay Questions 


1. Identify the direction word and underline the key words. 

2. Write a strong, focused opening sentence called a thesis sentence or thesis 
statement. 

3. Plan your answer before you begin writing. Make a brief outline, visual 
mapping, hierarchy, or list of ideas to develop the body of your essay. 

4. Develop the body of the essay. A common format is the five-paragraph essay. 

. Summarize your main ideas in a short concluding paragraph. 

6. Proofread and revise. 


O1 


Identify the Direction Word As discussed in the previous section, the begin- 
ning step in writing an essay is knowing what kind of answer is expected. The 
direction word indicates what is expected and should guide the direction of 
your answer. 


Write a Strong Thesis Sentence A thesis sentence directly states the main 
point you want to make in the entire essay. The thesis sentence for an essay test 
should be the first sentence on your paper. This sentence should: 


® clearly state the topic of the essay. 
@ include key words that are a part of the question. 
@ show that you understand the direction word. 


@ indicate a given number of main ideas you will discuss. 


The thesis statement is important to you and to your teacher. For you, it 
serves as a guide for developing the rest of your essay. It provides the basic 
outline of main ideas to develop with important supporting details. For the 
teacher, it serves as an immediate indicator that you understand the question 
and know the answer. Because of the significance of the thesis statement, take 
time to create a strong, direct, confident opening sentence. 

In the following chart, notice how the direction word is identified and cir- 
cled, and key words are underlined. Thought is given to the type of answer that 
is expected, based on the direction word. Finally, a possible thesis statement, 
which would help guide the direction of the body of the essay, is given. 


Question 


multiple intelligences. 


Explain why)elaborative Explain why = give Elaborative rehearsal is more effective 
rehearsal is more effective for 


college learning than rote 


memory Strategies. 


sens characteristics of | Discuss = tell about Each of Howard Gardner's eight 
each of Howard Gardner's 


Penk 


Direction Possible Thesis Statement 


intelligences has clearly recognizable 
What are the eight characteristics. 


intelligences? 


reasons than rote memory because more of the 
memory principles are used and 

What are the reasons? | information in memory is in a more 

How many reasons? | usable form. 
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Paragraph 
1 


Plan Your Answer Before You Begin Writing For many students, organiz- 
ing information is the most difficult part of writing essays. Many students wan- 
der off course or are at a loss for ideas to write in essays without first making a 
plan. Outlines, visual mappings, hierarchies, or basic lists that are not as 
detailed as outlines are four common plans used to organize information for an 
essay. Explore the different formats and then decide which works best for you. 
The following examples show the use of a plan in outline form, visual mapping 
form, and hierarchy form. 


Thesis: 


MAPPING 


nies HIERARCHY THESIS 


Main Main Main 
Idea 1 Idea 2 Idea 3 


Paragraph 


Develop the Body of Your Essay A strong thesis statement anda plan for the 
information you want to include in your essay lead naturally to the next step, 
the actual writing of the essay. Each category or section of information in your 
outline, visual mapping, or hierarchy can be expanded into sentences and 
developed into one paragraph. Each additional category or section would thus 
become another paragraph. Remember, however, that a person with strong 
writing skills is capable of combining ideas in a variety of ways, so devoting one 
paragraph to each section of your plan is one possible way to develop the body 
of the paragraph, but other options may also exist. 


i ______.___— eee 
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The following suggestions will help you develop a more effective essay 
answer: 


®@ Limit each paragraph to one main idea. Shifting to a new main idea is the 
signal to move to the next line, indent (about five spaces), and begin a new 
paragraph. 

Complete sentences need to be used to express your ideas and present your 
information. Short phrases, charts, or lists of information are not appro- 
priate for an essay. 


@ Supporting details are essential or your essay will be underdeveloped. 
Include facts such as names, dates, events, statistics; include definitions, 
examples, or appropriate applications of the information you are presenting. 
Do not make the mistake of assuming that information is obvious and your 
teacher knows what you are thinking or clearly sees the connection. Write as 
if your reader is not knowledgeable about the subject. 


Use course-specific terminology. You spent time studying all the vocabulary 
words, so strive to include them in your answers as much as possible. Use 
other words that you learned from class or the textbook and words you have 
added to your expressive vocabulary. 


™ Use the basic five-paragraph essay format or a variation of the format as dis- 
cussed below. : 


@ Use an organizational plan for an essay. The following organizational plan 
shows the five parts of this format for a sample essay question. 


Q: Summarize strategies to use to strengthen 
a person's vocabulary, textbook reading, 
and test-taking skills. 


Thesis: 


Thesis Statement 


F.1: Vocabulary 
¢ textbook clues to find definitions 
e make flash cards 
¢ study from fronts & backs 

¢ recite often: linked associations 


F. 2: Textbook reading 
* use steps of SQ4R 

* read carefully/thoroughly—not rush 
* understand concepts/details 

¢ substitute familiar words 


Body 


F 3: Test-taking 
* reduce anxiety—be prepared 
* use relaxation/self-talk 

* use 4 stages of responses 


Summary/conclusion 
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The five-paragraph essay format is a standard format that can be used effec- 
tively for most essay tests. It begins with the thesis statement, which is then fol- 
lowed by the body of the essay. The body often consists of three paragraphs devel- 
oping three main ideas. Each paragraph includes specific supporting details that 
show your understanding and knowledge. (Additional paragraphs can be added 
for longer essays.) A short summary or concluding paragraph ends the essay. 


Summarize Your Main Points Finish your essay with a short summary 
sentence or paragraph. Summarizing leaves a clear picture of your main points 
in the reader’s mind and signals that you have finished with your thoughts. Your 
summary should reflect the same information you used in your thesis sentence. 
If your summary and thesis sentence do not focus on the same subject, check to 
see where you got sidetracked when you developed the body of your essay. 


Proofread and Revise After you have completed your essay, take a few 
minutes to proofread for mechanical errors such as spelling, grammar, word 
usage, or sentence structure. Many teachers try to grade mainly on the content, 
but mechanical errors are distracting, and maintaining a focus on the ideas is 
therefore more difficult. 

If your writing skills are still weak for college-level writing, consider 
enrolling in writing skill-building courses to improve your spelling, grammar, 
punctuation, and organizational skills. Also, ask your instructor if you can use a 
dictionary, thesaurus, spell checker, or laptop computer when you write essays. 


Q: This term, many study skills were discussed to help you become a 
successful college student. Select any four skills that you feel are 
most important for your personal success in college. Discuss the 
importance of those skills to you. 


Thesis: 


Example of an organizational plan for a six-paragraph essay 


Thesis Statement 


F. 1: Importance of time management 
¢ more productive 

° less stress 

e better balance in life 


F. 2: Importance of concentration 
e make best use of available time 
¢ learn more thoroughly, less time going back 
¢ develop mental discipline 


F. 3: Importance of notetaking 
e select info that needs to be learned 
* puts info in own words 

¢ steps help memory 

* good ongoing study tool 


Body 


F. 4: Importance of textbook reading 
* read to understand 

¢ efficient reading—don’t need to go back over 
¢ source of most class info 


Summary/conclusion 
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BW EXERCISE 13.9 Strengthening a Weak Essay 


Read the following essay question and one student's answer. Then work with a 
partner to discuss answers to the questions that follow the essay. 


Question: Discuss the parts of the Information Processing Model. 


There are six main parts to the Information Processing Model. 

The first part of the model is the input. This is where we use our senses to get 
information. The information then starts into our memory system. 

Short-term memory is the next part of the model. It really is short! It doesn’t hold 
much here. Sometimes, in fact, information gets shoved out or forgotten here because 
it can't hold much. 

If it makes it out of short-term memory, the information goes on the practice path. 
This is also called the rehearsal path. This is where a lot of practice takes place until 
ideas are learned. Rehearsal can include reading carefully, quizzing yourself, going 
over flash cards, or working on recall columns of notes. Any kind of activity that helps 
you work with the information and lets you know if you are learning works here. 

Next, information goes into long-term memory. Well, not really all the time. If you 
rehearse and can’t answer, you don’t know it. It isn’t in long-term memory. The 
information can go back up on this loop. Try again. 

When you're successful in learning, the information goes into long-term memory. 
Somehow it finds its way around the brain and gets plunked in the right place. It is 
permanent. It’s always in there. When you want to use it, you send yourself a message 
to get it out. The information you learned then goes out on the retrieval path. This is 
the path that leads to you being able to give an answer, show you know something or 
use the information in some way. 

Those are all the parts of the Information Processing Model. The model takes you 
from the sensory input all the way through to the output. That’s how we learn. 


Questions: 


1. Is the thesis statement strong, neutral, or weak? Explain your answer. 

. Is the body of the essay sufficiently developed? What details would you want to add? 
. Is the summary paragraph effective? Explain your answer. 

. Give examples of slang or language that is too informal for an essay. 


“a b&b WN 


. Identify the places in this essay where the following writing tips could be used: 


@ Avoid using the word you. Reword so you is not used. 
@ Avoid vague pronouns such as it or they. Reword by using the noun word. 
@ Avoid “weak sentence starters” such as There is... There are... Here is.... Reword. 


6. Optional assignment: Go to this textbook’s web site. Click on Chapter 13, Exercise 13.9. Revise the 
essay online; print a copy of your work or email it to your instructor. 
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Additional Essay 
Writing Tips 


SE 


How can 


Writing strong essay answers becomes easier with practice. When you get your 
essay tests back, take time to read the comments and suggestions. You can learn 
to improve your essay-writing skills by analyzing your essays. Your analysis can 
also include looking for patterns to the kinds of questions your teacher tends to 
assign. Are the questions mainly from information in the textbook, in lectures, 
or both? Then look at other essay test-taking skills. Were you effective in pre- 
dicting essay test questions? When you wrote your essays, did you answer the 
questions directly? Were your answers well organized? Did you provide suffi- 
cient details? 

The following tips will also strengthen your essay-writing skills: 


H@ If you are given several choices of questions to answer, look 
at the choices carefully. The majority of students tend to 
choose the question that is the shortest and looks the easiest. 
However, these questions are usually more general and 
sometimes more difficult to answer. Questions that “look the 
most difficult” because they are longer may actually be more 
specific and easier to answer. Consider your choice of ques- 
tions carefully. 


@ Ifyou are required to do more than one essay question, begin 
with the one that is most familiar and easiest for you. Your 
confidence will be boosted and your mind will shift into the 
essay-writing mode. 


® Strive to write as neatly as possible. Illegible handwriting 
will hurt your grade. If you need to delete some of the infor- 
mation, delete it by crossing it out with one neat line, or 
using liquid white-out. 

® Consider writing on every other line so you have room to 
revise or add information if time permits before the test time 
ends. 


@ If you were not able to budget your time sufficiently, turn in 


ou use im Gomputer to plan your plan (outline, mapping, hierarchy, or list). You may 


and develop essay answers? earn some additional points for showing you knew the infor- 


mation and would have included it if you had not run out of 
time. 


H If you have more than one essay to complete on a test, be sure to write some- 
thing on each question. You will lose too many points by leaving out one 
question entirely. It is usually better to turn in some work on two essays ver- 
sus only one essay completely developed. 


@ Weigh the value of different questions. If one question is worth more points, 
take more time to develop that answer or to return to that answer later and 
add more information to strengthen your answer. 

™@ If your keyboarding skills are good and you have a laptop computer, ask if 
you can write your essay on the computer and turn in the disk. Work tends to 
appear neater and easier to read, and is less likely to include spelling errors. 


Reflection Writing 3 CHAPTER 13 


On a separate piece of paper or in a journal, discuss important strategies you learned in 
this chapter for writing strong answers for essay test questions. Which strategies are new 
to you? Which strategies deal directly with difficulties you previously encountered on 
essay tests? Which strategies will strengthen your answers on essay tests? 
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BQ EXERCISE 13.10 Writing Essay Answers 


Select one of the following essay questions. Gather appropriate information. In 
the space at the bottom of this page create a visual mapping, hierarchy, outline, 
or an organizational plan for your answer. Then write your answer, including an 
introductory paragraph, paragraphs for the body, and a concluding paragraph. 
You may use this textbook’s web site to write your essay; and then print it or 
email it to your instructor. 


1. Define each of the Five Theories of Forgetting and discuss strategies that you can use to combat each 
form of forgetting. 


2. Outline ways to use recitation in three or more strategies that strengthen the process of learning. 


3. We have discussed many forms of notetaking. Some notetaking methods are more appropriate for 
global learners, whereas other forms are more appropriate for linear learners. Discuss the forms of 
notetaking that are geared toward global learners; then discuss those that are geared toward linear 
learners. Explain your reasoning. 


4. Summarize ways the memory principle of selectivity is used in three or more study skills strategies. 


5. Contrast major characteristics of active and passive learners. 


Show your prewriting plan in the space below: 
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SUMMARY 


@ Recall questions include fill-in-the blank ques- They require application of specific skills and 


tions, listing questions, definition questions, 
and short-answer questions. Each requires a 
different type of answer: 


a. Fill-in-the-blank questions often require 
Specific vocabulary words as answers. 

b. Listing questions require lists of informa- 
tion that do not need to be written as com- 
plete sentences. 

c. Definition questions require a clear expla- 
nation of a vocabulary term; an effective 
answer consists of three levels of informa- 
tion: a category, a formal definition, and one 
more detail to expand the definition. 

d. Short-answer questions require details, 
which can often be expressed in three to five 
sentences. 


/ 
The four levels of response can be used in recall 
questions; however, educated guessing is 
replaced by substituting words or synonyms 
when you cannot recall the exact answers. 


Recall questions and essay questions may be 
closed or open-ended questions. 


demonstration of the steps involved in solving 
each problem. 


Six common test-taking errors on math tests 
can be corrected through the use of effective 
studying and test-taking strategies. 


The RSTUV Problem-Solving Method can be 
used to solve any math word problem. The 
steps are read, select, think, use, and verify. 


To prepare for essay questions, you should 
spend time identifying possible themes for the 
question, predicting questions, writing your 
own questions, creating summary notes, creat- 
ing an organizational plan for your answer, and 
practicing writing essay answers before test 
day. 


Direction words help you understand the type 
of answer expected for short-answer and essay 
questions. 


A basic essay structure includes a thesis state- 
ment, several paragraphs in the body of the 
essay, and a concluding paragraph. 
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Math tests involve problem-solving strategies 
that begin by estimating a reasonable answer. 


a) ACE Practice Tests, which are scored online, supplementary exercises, enrichment activities, and related web site 
links are available online for Essential Study Skills, 4e. Use the following directions to access this web site: 


Type: http://college.hmco.com/collegesurvival/students 


In the Student Success/Study Skills box, use the arrow to scroll down to Wong Essential Study Skills, 4e. Click GO. 
If you are working on your own computer, bookmark this web site. 


LEARNING OPTIONS 


The following learning options provide you with opportunities to demonstrate 
your understanding of the topics in Chapter 13. Your instructor may assign 
one or more specific options or may ask you to select one or more options that 
interest you the most. 


1. Expand the Chapter 13 mapping on page 345. Use large poster paper so you have adequate room for 
level three information. Add pictures and colors to your mapping to accentuate the main ideas and 


significant supporting details. 
2. Create a visual mapping, hierarchy, or outline to show an organizational plan you could use to answer 


one of the following questions. | 
a. Summarize the relationship of the Twelve Principles of Memory to one of the following: SQ4R, 


Cornell notetaking, or visual notetaking. 
b. Contrast the capabilities and the functions of short-term memory and long-term memory. 


c. Discuss specific techniques to reduce or eliminate excessive stress. 
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. Create summary notes for one of the following topics that might appear on the next test: 


a. recitation 
b. surveying 
c. test anxiety 


. Create three original case studies in which students have problems with any of the following: time 


management, concentration, weak vocabulary, or taking objective tests. End each case study with a 
question. Write a short answer for each of your case studies. 


. Write an essay that contrasts some aspect of your behavior as it occurred before you enrolled in this 


class and as it exists now. For example, your topic could be an earlier attitude toward learning, the 
physical environment where you study, your independent study strategies, or your ability to perform 
well on tests. 


. Create a set of Cornell notes for one of these sections of Chapter 13: Answering Recall Questions, 


Taking Math Tests, or Answering Essay Questions. Complete the recall column. Practice reciting from 
your recall column. 


. Conduct an Internet search for writing essays or essay tests. Print the web pages that provide mean- 


ingful information or additional essay test-taking strategies. Summarize each web site and include 
the web site addresses. Your summary may be copied for the class, so your information must be neat 
and accurate. 


OPERAS! PIOUSAION WHIETMT COMpany. Al rignts reserved, 
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CuapteR 13 REVIEW QUESTIONS 


The following questions will provide you with practice using the test-taking tech- 
niques from Chapter 13 as well as provide you with the opportunity to review 
material from throughout the term. 


Fill- 


in-the-Blank 


Write one word on each line to correctly complete each sentence. 


iN 


Pr 


A ________________ is defined as a word that has the same or similar meaning as another. 


questions on tests are questions that require very specific answers, often 
in a specific order. 


. A__________________ sentence states the writer’s main point about an entire essay. 


A______+_+_+_+_+_+_ sentence states the main idea for one specific paragraph. 


/ 
are words used in objective tests that indicate how frequently or how com- 


pletely something occurs. Examples are sometimes, seldom, always, and never. 


. When studying math, it is important to practice converting algebraic expressions into English 


7. Students who have test anxiety due to __________________ often find the need for last-minute 
massed practice or cramming. 
ee 5 type Of visual craphicabanormanizes 
information to be compared by using columns, rows, and cells. 
9. The ___—CSCSsS—SS Step of the Cornell notetaking system is designed for the student to 
practice information by talking out loud and in complete sentences. 
10, COCSCSCSCCCC§GW aan bee eliminaated by using goal-setting and time-management techniques 
that encourage a person not to put things off for a later time. 
famelietuiree basic cosnitivelearming modalities are — "| _ reee 
and 
12. When using the SO4R textbook reading system, the first R of the Cornell system would begin during 
the step of SO4R. 
Definitions 


Write a complete definition for each of the following terms. 


i 


Memory Principle of Organization 
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2. Distributed practice 


3. Active learning 


4. 


The reflect step in the Cornell notetaking system 


Listing Questions 


Use your own paper to write the answers to the following questions. 


a fk WN = 


. Name the eight intelligences as defined by Howard Gardner. 

. List the five steps in the listening process. 

. List the steps involved in effective goal setting. 

. Name any six concentration strategies to deal with internal or external distractors. 


. List the Twelve Principles of Memory. 


Short-Answer Questions 


Write the answers to the following questions on your own paper. 


1. 
PSs 
3. 


Explain how to study from the highlighting done in your textbook. 
What are the three levels of information in a well-developed definition? 


How do the discrepancies among the rate of speech, the rate of writing, and the rate of thinking affect 
a person’s notetaking skills? 


. Tell how highlighting or a chapter visual mapping can be used to write summaries. 


Essay Questions 


Select one of the following to develop into an essay. Write your answer on your 
own paper. 


Ee aalaaad Shes 


Summarize the techniques that can be used to improve comprehension of a difficult paragraph. 
Explain how to use the RSTUV Problem-Solving Method for math word problems. 

Discuss the notetaking options that you can use in the fourth step of SO4R. 

Define active learning as it relates to a college student. 


Illustrate ways that goal-setting strategies can be combined with time-management strategies. 


7 eee a 
4 


eat i ae. 


el Gee +, 


ee AS a ee all lh a ed ee ee 
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APPENDIX A 
Chapter Profile Materials 


APPENDIX B 
Useful Forms 


A2 Name Date 


APPENDIX A 


Chapter Profile Materials 


Master Profile Chart 


ae 


ile 


-of-the-Term Profile 


Se 


a 


AN 


As you begin a new chapter, complete the chapter profile chart. If you pre- 
fer, you can complete the profile online and then record your score above. 


. Score your profile. (See Chapter 1, page 2.) Find the chapter number 


above. Circle your score to show the number correct. 


. Connect the circles with lines to create a graph (your Master Profile Chart). 


( 
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Profile Answer Keys 1: Learning Styles 2: Processing/ 3: Managing 4: Setting Goals 
ia {Le Y) N Memory Time 
2- &) N nN 1.@N te) NN 
3- WY N Dee aN) 2.) 2. 7Y.™) 
4, Y W oY WN) 3, Y ®W 328 Y Ww) 
5 YW) Aa Ni 4,-Y ®W 4,.@% N 
6. & N 5 Y ® 5. & N 5 YN 
7 7 XW 6 © N 6a QeN 6 Y ® 
Sa WN dae AN) 72 oN 7. Y W 
9 DMN 8. Y |W SPY aN) Sar aN 
10. MO N 9 & N 9 Y W 9 Y |W 
10. @ N 10. OM N 10. @ N 
5: Concentration, 6: Boosting 7: Reading 8: Comprehension; 
Stress, Memory; System Critical Thinking 
Procrastination Preparing for 
Tests 
fy) oN 1.2Y ® ieee) ae LQeN 
2, Y W MAVEN 22Y A) Dans) 
BUEN 3, Y ® oh iS) 3 N 
4 A YS) 4 WN Arey) GaN AY 3) 
5--(Y)-N 5. ® N 5. & N 5 Y ®W 
6 Y W 6 Y W 6 Y ® 6 @® N 
7. Y W PH DOeN t= Ne) Iz Q=N 
8. & N 8. & N 8. W N 8 Y |W 
oe Aan) 9 Y W 9 Y W Sean 
10. Y ® 10.22) Ni 10. OM N 10. Y ® 
9: Cornell for 10: Listening and 11: Variety of 12: Objective 13: Recall, Math, 
Textbooks Lecture Notes Notetaking Tests Essay Tests 
ily N ae tS) (yn QoaN eee Sy 
2eaY aN) 2 Y W 25 (Qe N 2 Ye) 27 Yaw) 
Bo) oN 3, -(¥) (N 3. MY N 3 (Deen 3, Ye 
4 @N AN 4 @N 4) N ALY" 
5. & N Sevan) 5. Y ®W 5. ON 5 ON 
GaN 6 & N 6 & N 6—WOUN 6 WY N 
Lawn I- ON TreN 7 Y W ie ON 
8. & N 8. OD N 8. & N 3 aN SCY anN 
9 @N 9 @® N 9 WN 9 WN 9 WN 
LORE aN 10. MO N 10. Y W 10. M N 10. @ N 


End-of-Term Profile 
TTT ooo ooo Eee Ee eee ee ES 


1. Cut a two-inch-wide strip of paper to cover up the original answers on the 
profile questions at the beginning of each chapter (or complete the profiles 
on this textbook’s web site). Redo all the profile questions so you can see 
changes that you have made this term. Write Y or N next to the number of 
each profile question. 

2. Score your profile answers using the answer key above. 

3. Chart your scores on the Master Profile Chart. Use different color ink so 
you can compare these scores to your original scores. 


‘paAtasal S143 [fy Aueduio9 ulgyi uoIYysnoY © 1YsUAdoD 
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APPENDIX B 
Useful Forms 


Learning Options Assessment 


Name Learning Option # _______ for Chapter 


1. Write a short introduction that states your goals for this Learning Option. 


2. Write a short self-assessment that states your view on the value and the quality of your work. 


3. Your instructor will score the quality of your work based on the following criteria: 


1 2 3 4 5 Sufficient details 

1 2 3 + 5 Accurate information 

1 B) 3 4 5 Inclusion of required skills 

1 3) 4 5 Neatness, clarity of presentation 
1 Z 3 4 5 Originality, critical thinking 

1 2 3 5 Other: 


Total Points: 


4. Instructor Evaluation Comments: 


*Photocopy this form before you use it. 


AG APPENDIX B 


Class Scheduie 


Reg. # Instructor 


2) 
< 
=) 


12-6 A.M. 


6-7:00 


7-8:00 


8-9:00 


9-10:00 


10-11:00 


11-12 NOON 


12-1:00 


1-2:00 


2-3:00 


3-4:00 


4—5:00 


5-6:00 


6-7:00 


7-8:00 


89:00 


9-10:00 


10-11:00 


aA E 
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Weekly Time-Management Schedule 


For the week of 


Wednesday | Thursday ae cey | Saturday 


Sunday 


— 


In Bl 


L 
z 
a} 

4 

| 


10-11:00 


Lledt2 AM. 
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. What is your goal? 


. What benefits will you gain 
by achieving this goal? 


. What consequences will you 
experience by not achieving 
this goal? 


. What obstacles might you 
encounter while working on 
this goal? 


. How can you deal with the 
obstacles effectively if they 
occur? 


. What people or resources 
could help you in achieving 
this goal? 


Identify Your Goal 


Step 1: State your specific goal: 


Step 2: State a specific target date and time to complete the goal: 


Step 3: Identify the specific steps required to achieve your goal: 


Step 4: State your intrinsic or extrinsic reward: 


Copyright © Houghton Mifflin Company. All rights reserved. 


eee te Ag 


Personal Insights 


i. Learning Style Inventory Score (Chapter 1, page 5) 


Nistalya = PSU (ay ee eee Kinesthetic 


2. Dominance Inventory—Left/Right, Linear/Global Dominance (Chapter 1, 
page 6) 


¢ Nel peee ee OE Eee ene ee Right 
1 2 : 4 5 6 7 8 9 10 


3. Structured, Interactive, and Independent Learner (Chapter 1, page 17) 
Structured learner in these classes: 
Interactive learner in these classes: 


Independent learner in these classes: 


4. Multiple Intelligences (Chapter 1, page 19) 
Most developed intelligences: 
5. Circadian Rhythms (Chapter 3, page 67) 
Times during the day with highest concentration/alertness: 


Times during the day with lowest concentration/alertness: 


6. Listening Inventory (Chapter 10, page 264) 
Reception Score: ———— Total Score: 
Attention Score: ———___ You perceive yourself to be: 
Perception Score: 
Assignment of Meaning Score: 


Response Score: 


7. Preferred form of notetaking (you may check more than one) 


Index cards 2 es Mierarcoies 
Marginal notes ________ Comparison charts 
Annotations — = —— Formal outlines 
Cornell notes ____-—«s Three-column notes 


Visual mappings 


8. Most important concepts you learned about yourself this term: 
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dex” 


A 

abbreviations 
in lecture notes, 270 
in marginal notes, 220 


academic preparation questionnaire, 162 


acoustic coding, 33 
acronyms, 142-144, 145-146 
acrostics, 144-146 
active learning, 116, 181 
components of, 197-198 
active listening, 263, 265-268 
notetaking and, 274-275, 276 
active reading, 179, 195, 197-198 
active thinking, 197-198 
affirmations, 96, 118, 131 
alphabetical arrangements, 48 
analogies, clues to, 201 
annotating a textbook, 216-222 
antonyms, 201 i 
anxiety, test, 159-161 
appendixes, 172 
application errors, 358 
approaches to psychology, 185-189 
articles, surveying, 177 
assignment of meaning, 262 
assisted response, 317 
definition questions and, 353 
fill-in-the-blank questions and, 348 
listing questions and, 351 
matching tests and, 327 
in short-answer questions, 356 
association, 42, 43-44, 146, 325 
associations, 146 
paired, 325-326, 351 
attention, 262 
attention deficit disorder (ADD), 113 
attitude, listening and, 261-262 
auditory learning style, 3, 6-7 
characteristics of, 8 
multisensory strategies for, 9 
automatic pilot, 179 
awake-sleep patterns, 65 


B 

balance, 59-62 

base words, 200 

bibliographies, 172 

big and little pictures, 42, 46-47, 175 

Bloom’s Taxonomy, 157-158 

bodily-kinesthetic intelligence, 20, 21 

body of the essay, 369 

brackets, 220 

brain dominance theory, 14-16 
dominance inventory for, 15-16 

breathing by threes technique, 123 

bullets, 217 


(© 
career choice, 21 
carelessness, 358 


categorization, 48, 101 
cause and effect 
goal setting and, 90 
organizational pattern, 211-212 
centering activities, 121 
chapters 
outlining, 101, 305-306 
surveying, 175-176 
checkmark technique, 117 
chronological order, 48, 210 
chronological pattern, 210, 212 
chronemics, 231-232, 235, 303 
chunking technique, 116, 233 
circadian rhythms, 64-65, 67-68 
closed questions, 350-351, 354 
clues 
definition of, 320-321 
nonverbal, 273 
relationship, 321, 335 
verbal, 272 
word, 200, 221 
word structure, 200 
clustering. See visual mappings 
cognitive learning styles, 3-8. See also 
learning styles 
definition of, 3-8 
preferences in, 6-7 
using, 12-13 
cognitive maps. See visual mappings 
color coding, 218 
commitment 
goal setting and, 89 
over-, 129 
to time management, 76 
comparison 
pattern, 210, 212 
comparison charts, 101, 125 
creating, 300-301 
notetaking with, 300-304 
studying with, 301-302 
comprehension, 179, 195-228 
clues for, 199-201 
identifying main ideas for, 205-209 
information flow in, 202 
organizational patterns and, 210-212 
rereading, verbalizing, visualizing for, 
199, 203 
strategies for, 198-215 
substituting familiar words for, 
201-202, 205 
surveying and, 198 
visualization and, 212-213 
computerized tests, 340-342. See also 
tests 
concentration, 42, 45, 111-136 
computerized tests and, 340 
distractions and, 117-118 
lighting and, 114 
mental environment for, 115-119 
noise and, 113-114 


physical environment and, 113-115 
procrastination and, 127-133 
profile, 112 
stress reduction and, 119-124 
work space and, 114-115 
concept errors, 358 
concluding paragraphs, 371 
context clues, 201, 221 
contracts, 132 
contrast clues, 201 
contrast pattern, 210, 212 
coping strategies, 294 
copyright pages, 171 
Cornell notes, 48, 229-258 
five R’s of, 232-251 
for lectures, 268-269 
for math, 247-250 
paper setup for, 231 
profile, 230 
recite step in, 238-239 
record step in, 233-235, 245 
reduce step in, 236-237, 245 
reflect step in, 239-242 
review step in, 242-243 
self-assessment forms for, 245-246, 
279-280 
SQ4R and, 251 
for summary notes, 101 
cramming, 47, 48, 70, 155 
critical thinking, 179, 182-183, 195-198, 
253-254 


D 
daily schedules, 65 
Decay Theory, 139, 237 
deep breathing technique, 124 
deep muscle relaxation technique, 124 
definitions 
clues, 320-321 
expanding, 352-355 
pattern, 210-211, 212 
questions, 156, 157, 351-354 
delayed response, 317 
definition questions and, 353 
fill-in-the-blank questions and, 348 
listing questions and, 351 
matching tests and, 326-327 
in short-answer questions, 356 
details 
in essay question answers, 370 
in short-answer questions, 355 
supporting, 217-218 
in visual mappings, 291-292 
directions, misreading, 358-359 
direction words, 354-355, 366-367, 368 
Displacement Theory, 139, 237 
distractions, 117-118, 266. See also 
concentration 
distributed practice, 48, 70 
due dates, 103-104 


All 
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E 
educated guessing, 317, 333-338 
matching tests and, 327 


precautionary notes about, 331, 333 


effort, 42, 45 
elaborative rehearsal, 33, 34, 35 
notetaking and, 288 
organization and, 48 
for essay tests, 363, 365 
emotional e words, 118, 131 
emotions. See also negative feelings 
expressing, 121-122 
listening and, 266 
test-taking and, 315 
employment, 59 
encoding, 33-34 
end-of-chapter materials, 176 
energy levels, 64-65, 67-68 
errors in test-taking, 358-359 
essay questions, 156, 157, 363-375 
direction words for, 366-367, 368 
format for answers, 370-371 
organizational plan, 369-370 
preparing for, 363-366 
strategies for answering, 368 
summaries and, 223-224 
thesis sentences for, 368 
examples 
in lectures, 272 
organizational pattern, 211, 212 
exercise, 64, 121, 122-123, 124 
expanding a definition, 352-355 
external distractors, 117-118 
external locus of control, 161 
extrinsic rewards, 93, 94 


F 
failure, fear of, 89 
procrastination and, 128, 131 
test anxiety and, 160 
family time, 71 
fear of failure, 89, 128, 131, 160 
feedback 
affirmations and, 96 
memory and, 42, 47 
recitation and, 238-239 
self-quizzing for, 34 
feedback loop, 34 
fill-in-the-blank questions, 156, 157, 
347-349 
five-day study plan, 102-105, 155 
five-paragraph essay format, 371 


Five R’s of Cornell (See Cornell notes) 


fixed activities and study times, 68 
flash cards, 101 
how to make, 106 
flexibility 
in study scheduling, 70-71 
in time management, 76 
flex study blocks, 70-71 
focus, 315-316 
forgetting, 137-141, 237. See also 
memory 
study skills to fight, 140-141 
theories of, 139-140 


formal outlines, 305-307. See also 
outlines 

Frames of Mind: The Theory of Multiple 
Intelligences (Gardner), 19 


G 
global learners, 13-16 
glossaries, 172, 199 
goal organizers, 94-95, 97-98 
goals, 85-110 
concentration and, 116 
definition of, 65, 85, 87 
identifying, 91-92 
immediate, 87-88 
intermediary, 87-88 
kinds of, 87-88 
long-term, 87-88, 102-104 
profile for setting, 86 
realistic, 100 
reasons people don’t set, 88-90 
in schedules, 64, 65, 71 
short-term, 87-88 
stress and, 120 
for study blocks, 99 
for test preparation, 100-102 
time management and, 78, 99-105 
tips for reaching, 94-98 
writing effective, 93-94 
grammar clues, 326 
graphics 
for comprehension, 212-213 
mnemonics as, 147-148 
notetaking and, 234 
in reading, 176 
guesses, wild-shot, 334, 336 
guessing. See educated guessing 


H 
headings, 176 
notetaking and, 233-234, 236 
health, 122-123 
hierarchies, 101 
creating, 296-297 
notetaking with, 295-300 
studying from, 297-298 
thesis analysis with, 369 
hierarchy of needs, 243-244 
highlighting, 216-218, 277 
notetaking and, 234 
human potential, 19-22 


I 
ideal study area, 113 
ideas 
main, 205-209, 290, 370, 371 
stringing together, 222 
imaginal coding, 33 
immediate goals, 87-88 
immediate response, 317 
fill-in-the-blank questions and, 348 
listing questions and, 350 
matching tests and, 327 
immediate review, 242 
implied main ideas, 207 
imprinting, 35 


in-between modifiers, 320, 332-333 
Incomplete Encoding Theory, 140, 237 
Increase-Decrease Method, 60 
independent learners, 17-18 
independent study courses, 77-78 
index cards, 182-184 

studying from, 183-184, 347 
indexes, 172-173, 356, 364 
information 

enumerating steps/lists in, 218-219 

level four, 297 

level one, 290, 296 

level three, 291, 297 

level two, 290, 296 

natural flow of, 202 

organizing from lectures, 271-273 

rearranging, 48 

recording, 180 
information processing, 29-56 

profile, 30 
Information Processing Model, 31-42 

feedback loop, 34 

long-term memory in, 35-36 

output in, 36 

rehearsal path in, 33-34 

sensory input and, 31 

short-term memory in, 31-33 
insomnia, 123 
intelligence, multiple, 19-22 
intention, short-term memory and, 32 
interactive learners, 17-18 
interest 

listening and, 266 

memory and, 42, 46 

procrastination and, 128, 131 

short-term memory and, 32 
Interference Theory, 139-140, 237 
intermediary goals, 87-88 
internal distractors, 117-118 
internal locus of control, 160-161 
interpersonal intelligence, 20, 21 
intrapersonal intelligence, 20, 21 
intrinsic rewards, 93, 94 
introductory materials, 171-172, 175 

notetaking and, 233 


| 

jingles, 146-147 

journals 
anti-procrastination, 131 
stress reduction and, 122 


K 
key words 
highlighting, 217-218 
in lectures, 271 
notetaking and, 236 
kinesthetic learning style, 3, 6-7 
characteristics of, 8 
multisensory strategies for, 10 
knowledge, Bloom's taxonomy of, 
157-158 


1 
language learning, 35-36 
learned behaviors, 160 
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learning modalities. See learning styles 
learning path, 33 
learning styles, 1-28 
cognitive, 3-8 
common characteristics of, 8 
inventory, 3-5 
linear and global learners and, 13-16 
multiple intelligences and, 19-22 
multisensory strategies and, 8-13 
notetaking and, 287-288 
preferences in, 5-7 
profile, 2 
schedules and, 64 
structured, interactive and 
independent, 17-18 
lectures, 259-284 
Cornell notes for, 268-269 
information recording techniques for, 
269-270 
listening skills and, 261-268 
organizing information from, 271-273 
leisure, 59, 71 
level one information, 290, 296 
levels of response, 31 6-317 
on matching tests, 326-327 
level three information, 291, 297 
level two information, 290, 296 
linear learners, 13-16 
linguistic coding, 33 
listening skills, 261-268 
improving, 265-268 
listening inventory, 263-265 
listing questions, 156, 157, 350-351 
lists, 101 
enumerating, 218-219 
peg systems to remember, 151-153 
locini50=151 
locus of control, 160 
logical-mathematical intelligence, 20-21 
long-term goals, 87-88 
long-term memory (LTM), 35-36 
retrieval from, 35-36 
visualization and, 44-45 
long-term memory retrieval path, 35-36 


M 
Magic Lamp, Setting Goals, 90 
main ideas, 205-209 
in essay question answers, 370, 371 
implied, 207 
in visual mappings, 290 
mapping. See visual mappings 
marathon studying, 47, 48, 70 
marginal notes, 184-185 
in articles, 177 
in chapters, 176 
creating effective, 220-221 
in textbook annotation, 219-221 
Maslow Hierarchy of Needs, 243-244 
massed studying, 48, 70 
matching questions, 156-157, 325-328 
math 
Cornell notes for, 241-242, 247-250 
notetaking on lectures on, 273, 
307-309 
statements, reading, 179 


tests in, 357-362 
test-taking errors, 360-361 
meaning/significance 
assignment of, 262 
short-term memory and, 32 
memory, 29-56 
association and, 42-44 
big/little pictures and, 42, 46-47 
concentration and, 42, 45 
effort and, 42, 45 
feedback in, 42, 47 
forgetting and, 137-141, 237 
improving, 141-155 
information processing model of, 
31-42 
information processing profile, 30 
interest and, 42, 46 
long-term, 35-36 
mnemonics and, 141-155 
ongoing review and, 42, 48 
organization in, 42, 47-48 
principles inventory, 39-42 
principles of, 42-49 
recitation and, 42, 45 
rote, 33-34, 47 
searches, 43, 317, 348, 357 
selectivity and, 42-43 
sensory input and, 31 
short-term, 31-33 
SOQ4R and, 179 
time on task in, 42, 48 
visualization and, 42, 44—45 
memory searches, 43-44, 317, 348, 357 
mental pictures, 44. See also 
visualization 
mental rehearsal, 118 
mental stage for concentration, 115-118 
mental storage box technique, 118 
mental vacations, 121 
mind maps. See visual mappings 
mnemonics, 43-44, 141-155 
acronyms and acrostics, 142-146 
advantages/disadvantages of, 142 
associations, 146 
loci, 150-151 
peg systems, 151-153 
pictures and graphics, 147-148 
rhythms, rhymes, jingles, 146-147 
stacking, 148 
modified printing, 270 
modifiers 
educated guessing and, 334 
in-between, 320, 332-333 
100 percent, 320, 332 
in true-false questions, 320 
motivation 
affirmations and, 96 
definition of, 87 
goals and, 87 
procrastination and, 128 
motor coding, 33 
multiple-choice questions, 156-157 
answering, 323-325 
computerized tests and, 340 
multiple intelligences theory, 19-22 
careers and, 21 
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multisensory approach, 7 
learning strategies in, 8-13 
musical intelligence, 19-20, 21 


N 
naturalist intelligence, 21 
negative feelings 
emotional e words and, 118 
procrastination and, 131 
self-talk and, 118 
short-term memory and, 33 
stress reduction and, 120-121 
test anxiety and, 160-161 
negatives, in true-false questions, 319 
neurotransmitters, 35 
noise levels, 113-114 
no need technique, 117 
nonverbal clues, 272-273 
nonverbal communication, 267 
notetaking, 285-312 
active listening and, 274-275, 276 
annotating textbooks, 216-222 
color coding in, 218 
common problems in, 273-277 
with comparison charts, 300-304 
Cornell system for, 229-258 
gaps in, 274 
goals of, 287-288 
with hierarchies, 295-300 
highlighting in, 216-218 
importance of, 231 
on index cards, 182-184 
learning style and, 287-288 
in lectures, 259-284 
with outlines, 305-307 
options 287-288 
preparing for, 231-232 
profile, 286 
sidetracks and, 275 
spelling and, 275 
SQ4R and, 180 
studying from notes and, 276 
summary notes, 100, 101 
three-column, 307-309 
with visual mappings, 289-295 
visual systems of, 288-304 
number shape peg system, 152-153 
nutrition, 64, 122-123 


O 
objective tests, 317 
100 percent modifiers, 320, 332 
ongoing review, 40, 48 
with comparison charts, 302 
with Cornell notes, 242 
with visual mappings, 294 
online courses, 77-78 
open book tests, 367 
opening sentences, 355 
open questions, 350-351, 354 
ordinals, 218-219 
in lectures, 272 
organization 
of goals, 94-95, 97-98 
memory and, 42, 47-48 
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organizational patterns, 210-212 
for essay questions, 370 
outlines 
chapter, 101, 305-306 
formal, 305-307 
notetaking with, 305-307 
studying from, 307 
summaries from, 224 
output, memory and, 36 


iE 
paired associations, 325-326, 351 
paragraphs 
comprehension and, 202 
concluding, 371 
in essay questions, 369 
identifying main ideas in, 205-209 
summaries, 223-224 
transition, 217-218 
paraphrasing, 222 
for lecture notes, 269-270 
listening and, 262, 267 


peak alertness-slump patterns, 65, 67-68 


peg systems, 151-153 
perception, 262 
perfectionism, 129 
procrastination and, 132 
perfect place technique, 121 
physical coding, 33 


physical stage for concentration, 113-115 


pictures 
mnemonics as, 147-148 
pie of life, 59-60 
in weekly schedules, 63-64 
place holder words, 218-219 
poor listening habits, 267 
positive self-talk, 131, 316 
practice 
distributed, 48, 70 
massed, 70 
praise, 96 
predicting test questions, 156-157, 366 
prefaces, 171-172 
prefixes, 200, 319 
previewing techniques, 116-117 
principles of memory, 42-49, 298 
priorities 
goal setting and, 95 
procrastination and, 132 
stress and, 120 
problem-solving, 359-360 
procrastination, 90 
decreasing, 127-133 
profile, 112 
reasons for, 128-129 
recognizing, 127-128 
strategies to decrease, 131-133 
term-long projects and, 104 
proofreading, 371 
punctuation, as clues, 199 


Q 

questions 
closed and open, 350-351, 354 
cues for, 157-158 
definition, 156-157, 351-354 


essay, 156-157, 363-375 

fill-in-the-blank, 156, 157 

listening and, 266 

listing, 156-157, 350-351 

matching, 156-157, 325-328 

multiple-choice, 323-325 

predicting test, 156-157 

recall, 156-157, 347-356 

recognition, 156-157, 317 

short-answer, 156-157, 354-356 

in SQ4R system, 178 

true-false, 156-157, 318-322, 324 

types of, 156-157 

writing and answering practice, 47, 
157-158, 161, 367 

writing study, 236 


R 
rate of speech, 269 
rate of thinking, 274-275 
rate of writing, 269 
reading 
active, 195, 197-198 
comprehending, 198-215 
directions, 358-359 
in SO4R, 178 
reading systems, 169-194 
index card recording, 182-184 
marginal notes, 184-185 
SQO4R, 177-182 
surveying, 171-177 
read-record-recite cycle, 181 
recall column, 236-237, 239, 240. See 
also Cornell notes 
recall questions, 156-157, 347-356 
definition, 351-354 
fill-in-the-blank, 347-349 
listing, 350-351 
short-answer, 354-356 
reception, 262 
recitation, 42, 45 
benefits of, 180-181, 222 
with comparison charts, 302 
Cornell recall column, 238 
feedback from, 47 
notetaking and, 238-239 
in SO4R, 180-181 
from visual mappings, 293-294 
recognition questions, 156-157, 317 
recording information, 180 
in Cornell note system, 233-235 
in SQ4R, 180 
on index cards, 182-184 
marginal notes for, 184-185 
red bow technique, 117 
reduce step, 236-237 
references, 172 
reflection 
with comparison charts, 302 
Cornell notes and, 239-242 
from comparison charts, 302 
with index cards, 184 
notetaking and, 288 
from visual mappings, 294 
rehearsal 
elaborative, 33-35, 48, 288 


ee 


mental, 118 
notetaking and, 287-288 
path, 33-34 
strategies, 34 
relationship clues, 321, 335 
educated guessing and, 333 
relaxation blanket technique, 123 
relaxation techniques, 123-124 
computerized tests and, 340 
response 
levels of, on tests, 316-317, 326-327 
in listening, 262-263 
retrieval cues, 43-44 
Retrieval Failure Theory, 140, 237 
review 
with annotations, 221 
benefits of, 181 
Cornell notes and, 242-243 
immediate, 242 
long-term memory and, 36 
ongoing, 48, 242-243, 294 
in SQ4R, 181 
for tests, 159 
with visual mappings, 294 
warm-ups with, 116-117 
revision, 371, 373 
rewards, 93-94, 101 
rhymes, 146-147 
peg systems, 151-152 
rhythms, 146-147 
ridiculous statements, 334 
rituals, 116 
Roman numerals, 305 
root words, 200 
rote memory, 33-34 
organization and, 47 
routines, 64, 70 
study, 116 
RSTUV Problem-Solving Method, 
359-360 


S 
SAVE CRIB FOTO, 42-49, 139 
saying “no,” 117 
schedules, 62-75 

creating, 68-75 

daily, 65 

task, 66 

term, 63 

types of, 62-66 

using, 62-68 

weekly, 63-65, 68-75 
schemas, 35, 46-47 
scientific method, 298-299 
seeing success, 131 
selectivity, 42, 43 
self-efficacy, 128 
self-quizzing, 34 
self-talk, 118, 131 

for tests, 316 
semantic coding, 33 
sensory input, 31-32 
sensory stimuli, 31 


short-answer questions, 156-157, 354-356 


short-term goals, 87-88 


short-term memory (STM), 31-33. See 
also memory 
sidebars, 177. See also sidebars 
sidetracks, 275 
skeletons 
of chapter, 233 
of hierarchies, 297 
of visual mapping, 293 
sleep, 64 
circadiari rhythms and, 65 
scheduling, 77 
stress and, 122-123 
social time, 71 
stress reduction and, 120 
soothing mask technique, 123 
special print materials, 176 
speech, rates of, 269 
spelling, 275 
SO4R system, 177-182, 282 
Cornell notetaking and, 251 
question step in, 178 
read step in, 178-179 
recite step in, 180-181 
record step in, 180 / 
review step in, 181 
surveying in, 178 
stacking, 148 
stems in multiple-choice questions, 323 
steps 
enumerating, 218-219 
for writing definitions, 354 
for writing goals, 93 
in Cornell notetaking, 232 
in the listening process, 262 
in SQ4R, 178 
stress 
computerized tests and, 340 
decreasing, 119-124 
definition of, 111, 159 
effects of, 119 
long-term memory and, 36 
short-term memory and, 33 
test anxiety and, 159-161 
time management and, 120 
stringing ideas together, 222 
summaries from, 223-224 
structured learners, 17-18 
study 
with annotations, 221 
with comparison charts, 301-302 
errors in, 359 
five-day plans for, 100-102, 155 
goal setting for, 99 
with hierarchies, 297-298 
ideal area for, 113-115 
increasing concentration for, 111-136 
from index cards, 183-184, 347 
marathon, 47-48, 70 
with outlines, 307 
scheduling, 68-70 
for tests, 155-164 
from visual mappings, 293-295 
warm-ups, 116-117 
study ritual, 116 
study skills to fight forgetting, 140-141 
subheadings, 176 


subintelligences, 19-22 
suffixes, 200 
summaries, 223-224 
notetaking and, 234 
reflection and, 240 
summary notes, 100-101 
essay questions and, 364 
formats for, 101 
for test preparation, 155-156 
support, 132 
supporting details, 217-218 
surveying, 171-177 
articles, 177 
chapters, 175-176 
in SO4R system, 178 
textbooks, 171-175 
symbols, in lecture notes, 270 
synonyms, 201 
fill-in-the-blank questions and, 348 
listing questions and, 351 
systematic desensitization, 161 


1 
tables of contents, 171, 174 
take home tests, 367 
taking charge, 117 
task schedules, 66 
goal setting for, 99 
independent/online courses and, 78 
for study, 116 
television, 78 
term calendars, 77 
terminology, 176 
circling, 218 
in essay question answers, 370 
in lectures, 271-272 
marginal notes and, 221 
unfamiliar, on tests, 334 
term-long projects, 102-104 
test-anxiety indicator, 163 
tests 
anxiety over, 159-161, 315-316 
computerized, 339-341 
errors in taking, 358-359 
essay, 363-375 
finding out about, 156 
goals for preparation for, 100-102 
levels of response on, 316-317 
matching, 325-328 
math, 357-362 
multiple-choice, 323-325 
objective, 317-331 
open-book, 365 
performing well on, 315-316 
preparing for, 155-164 
recall, 347-356 
reviewing for, 159 
strategies for objective, 313-344 
study plans for, 155 
summary notes for, 155-156 
take-home, 365-366 
true-false questions on, 318-322 
writing your own questions for, 47, 
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Using Language in Social Contexts 


Language Styles 


Language is always used in a context. That is, you always speak or write with 
an audience, whether a person or a group of people, in mind. The audience 
may include friends, coworkers, strangers, or only yourself! You also always 
use language in a particular situation. You may converse with your friends, 
meet with your boss, or carry out a business transaction at the bank or super- 
market. In each of these cases, you use the language style that is appropriate to 
the social situation. For example, describe how you usually greet the following 
people when you see them: 


A good friend: 

A teacher: 

A parent: 

An employer: 

A waiter/waitress: 


When greeting a friend, you are likely to say something like, “Hey, Richard, 
how ya been!” or “Hi, Sue, good to see ya.” When greeting your employer, 
however, or even a coworker, something more like, “Good morning, Mrs. 
Jones” or “Hello, Dan, how are you this morning?” is in order. The two social 
contexts, personal friendship and the workplace, are very different and call for 
different language responses. In a working environment, no matter how fre- 
quently you interact with coworkers or employers, your language style tends 


Language and Thought 


to be more formal and less abbreviated than it is in personal friendships. Con- 
versely, the more familiar you are with someone and the better you know that 
person, the more abbreviated your style of language will be in that context, for 
you share a variety of ideas, opinions, and experiences with that person. The 
language style identifies this shared thinking and consequently restricts the 
group of people who can communicate within this context. 

We all belong to social groups in which we use styles that separate “insid- 
ers” from “outsiders.” On the one hand, when you use an abbreviated style of 
language with your friend, you are identifying that person as a friend and 
sending a social message that says, “I know you pretty well, and I can assume 
many common perspectives between us.” On the other hand, when you are 
speaking to someone at the office in a more elaborate language style, you are 
sending a different social message, namely, “I know you within a particular 
context [this workplace], and I can assume only certain common perspectives 
between us.” 

In this way we use language to identify the social context and to define the 
relationship between the people communicating. Language styles vary from 
informal, in which we abbreviate not only sentence structure but also the 
sounds that form words — as in “ya” in the examples — to increasingly formal, 
in which we use more complex sentence structure as well as complete words in 
terms of sound patterns. 


Standard American English 


The language style used in most academic and workplace writing is called 
Standard American English (SAE). SAE follows the rules and conventions given 
in handbooks and taught in school. The ability to use SAE marks a person as 
part of an educated group that understands how and when to use it. 

Unless otherwise specified, you should use SAE for college speaking and 
writing assignments, and your vocabulary should be appropriate for the 
intended audience. For example, social science students and instructors would 
immediately understand what bell curve means, but other audiences might 
need an explanation of this term. Again, if your literature teacher is the sole 
intended audience for your paper, you don’t need to define a literary symbol. 
But if the assignment asks you to write for fourth-grade students to encourage 
them to enjoy poetry, then you would want to define literary terms. Depend- 
ing on your intended audience and purpose, you may or may not wish to 
employ slang, jargon, or dialect, but you should understand these forms of lan- 
guage. 
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“What's Happening?” 


@ Using language effectively involves using the language style 
appropriate to the situation. What are some of the different lan- 
guage styles you use in your life? Which language styles do 
you feel least comfortable with? Why? 


Slang 
Read the following dialogue and then rewrite it in your own style. 


Girl 1: “Hey, did you see that new guy? He’s a dime. I mean, really diesel.” 


Girl 2: “All the guys in my class are busted. They are tore up from the floor up. 
Punks, crack-heads, low-lifes. Let’s exit. There’s a jam tonight that is going 
to be the bomb, really fierce. I’ve got to hit the books so that I’ll still have 


time to chill.” 
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How would you describe the style of the original dialogue? How would you 
describe the style of your version of the dialogue? The linguist Shoshana Hoose 
writes: 


As any teen will tell you, keeping up with the latest slang takes a lot of work. 
New phrases sweep into town faster than greased lightning, and they are 
gone just as quickly. Last year’s “hoser” is this year’s “dweeb” (both mean- 
ing somewhat of a “nerd”). Some slang consists of everyday words that have 
taken on a new, hip meaning. “Mega,” for instance, was used mainly by 
astronomers and mathematicians until teens adopted it as a way of describ- 
ing anything great, cool, and unbelievable. Others are words such as gag that 
seem to have naturally evolved from one meaning (to throw up) to another 
(a person or thing that is gross to the point of making one want to throw up). 
And then there are words that come from movies, popular music, and the 
media. “Rambo,” the macho movie character who singlehandedly defeats 
whole armies, has come to mean a muscular, tough, adventurous boy who 
wears combat boots and fatigues. 


As linguists have long known, cultures create the most words for the things 
that preoccupy them the most. For example, Eskimos have more than seventy- 
six words for ice and snow, and Hawaiians can choose from scores of variations 
on the word water. Most teenage slang falls into one or two categories: words 
meaning “cool” and words meaning “out of it.” A person who is really out of 
it could be described as a nerd, a goober, a geek, a fade, or a pinhead, to name just 
a few possibilities. 


THINKING ACTIVITY 


Thinking About Slang 


Review the slang terms and definitions in the following glossary. How do 
your terms match up? For each term, list a word that you use or have heard 
of to mean the same thing. 


Word Your Word Meaning 

dime, buff, diesel, hot good-looking (guy) 
phat, shorty, fly, all that good-looking (girl) 
busted gross, disgusting 


punk, loser unsuccessful person 
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Word Your Word Meaning 
hip, fierce, cool awesome 
the bomb really cool 
trifling showoff 
played out of date 
exit, be out, step off, bounce, jet leave 


If your meanings did not match those in the glossary or if you did not rec- 
ognize some of the words in the glossary, what do you think was the main 
reason for your lack of comprehension? 


Slang is a restrictive style of language that limits its speakers to a particular 
group. As Hoose points out, age is usually the determining factor in using 
slang. But there are special forms of slang that are not determined by age; 
rather, they are determined by profession or interest group. Let’s look at this 
other type of language style. 


Jargon 


Jargon is made up of words, expressions, and technical terms that are intelligi- 
ble to professional circles or interest groups but not to the general public. Con- 
sider the following interchanges: 


1. A: Breaker 1-9. Com’on, Little Frog. 
B: Roger and back to you, Charley. 
A: You got to back down, you got a Smokey ahead. 
B: I can’t afford to feed the bears this week. Better stay at 5-5 now. 
A: That’s a big 10-4. 
B: I’m gonna cut the coax now. 
2. OK Al, number six takes two eggs, wreck ‘em, with a whiskey down and an 
Adam and Eve ona raft. Don’t forget the Jack Tommy, express to California. 
3. Please take further notice, that pursuant to and in accordance with Article II, 
Paragraph Second and Fifteen of the aforesaid Proprietary Lease 
Agreement, you are obligated to reimburse Lessor for any expense Lessor 
incurs including legal fees in instituting any action or proceeding due to a 
default of your obligations as contained in the Proprietary Lease Agreement. 


Can you identify the groups that would understand the meaning of each of the 
previous examples? 
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Dialects 


Within the boundaries of geographical regions and ethnic groups, the form of 
a language used may be so different from the usual (or standard) in terms of 
its sound patterns, vocabulary, and sentence structure that it cannot be under- 
stood by people outside the specific regional or ethnic group. In this case, we 
are no longer talking about variations in language style; we are talking instead 
about distinct dialects. Consider these sentences from two different dialects of 
English: 


Dialect A: Dats allabunch of byoks at de license bureau. He fell out de rig and 
broke his leg boon. 

Dialect B: I went out to the garden to pick the last of them Kentucky Wonder 
pole beans of mine, and do you know, there on the grass was just a little mite 
of frost. 


Though you can recognize these sentences as English, you may not recognize 
all of the words, sentence structures, and sound patterns that these speakers 
used. 

Dialects differ from language styles in being generally restricted to geo- 
graphical and/or ethnic groups, but also in varying from the standard lan- 
guage to a greater degree than language styles do. Dialects vary not only in 
words but also in sound patterns and in syntax. If you speak a dialect, write 
one or two sentences in that dialect and share them with your classmates. How 
does your dialect vary from Standard American English in terms of words and 
syntactic forms? 


The Social Boundaries of Language 


As you have seen, a language is a system of communication, by sounds and 
markings, among given groups of people. Within each language community, 
members’ thinking patterns are defined in many respects by the specific pat- 
terns of meaning that language imposes. Smaller groups within language com- 
munities display distinctive language patterns. When there are some 
differences from the norm, mainly in vocabulary and length of sentences, we 
say the speakers are using a specific language style. When the form of the lan- 
guage spoken by these smaller groups shows many differences from the 
“usual” or “regular” form in words and sentence structure, we call this lan- 
guage form a dialect. Often language style is determined by the context, but 
sometimes speakers who differ from each other in terms of age, sex, or social 
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class will also differ from each other in their speech — even in the same social 
context. This is called social variation. 

We cannot, however, overlook the tie between language and thinking. That 
is, we cannot ignore the way in which our thoughts about a social situation 
determine the variety of language we use. The connection between language 
and thought turns language into a powerful social force that separates us as 
well as binds us together. The language that you use and the way you use it 
serve as important clues to your social identity. For example, dialect identifies 
your geographical area or group, slang marks your age group and subculture, 
jargon often identifies your occupation, and accent typically suggests the place 
you grew up and your socioeconomic class. Social dimensions of language are 
important influences in shaping your response to others. Sometimes they can 
trigger stereotypes you hold about someone’s interests, social class, intelli- 
gence, personal attributes, and so on. The ability to think critically gives you 
the insight and the intellectual ability to distinguish people’s language use 
from their individual qualities, to correct inaccurate beliefs about people, and 
to avoid stereotypical responses in the future. 


v 


INKING ACTIVITY 


Analyzing Language Uses 


1. Describe examples, drawn from individuals in your personal experience, 
of each of the following: dialect, accent, jargon, slang. 

2. Describe your immediate responses to the examples you just provided. 
For example, what is your immediate response to someone speaking in 
each of the dialects on page A6? To someone with a British accent? To 
someone speaking “computerese”? To someone speaking a slang that you 
don’t understand? 

3. Analyze the responses you just described. How did they get formed? Do 
they represent an accurate understanding of the person or a stereotyped 
belief? 

4. Identify strategies for using critical thinking abilities to overcome inaccu- 
rate and inappropriate responses to others based on their language usage. 


Using Language to Influence 


The intimate relationship between language and thinking makes it natural that 
people use language to influence the thinking of others. As you have seen, 
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within the boundaries of social groups, people use a given language style or 
dialect to emphasize shared information and experience. Not only does this 
sharing socially identify the members of the group; it also provides a base for 
them to influence each other’s thinking. The expression “Now you're speaking 
my language!” illustrates this point. Some people make a profession of using 
language to influence people’s thinking. In other words, many individuals and 
groups are interested in influencing —and sometimes controlling — your 
thoughts, your feelings, and (as a result) your behavior. To avoid being uncon- 
sciously manipulated by these efforts, you must have an understanding and an 
awareness of how language functions. Such an understanding will help you 
distinguish actual arguments, information, and reasons from techniques of per- 
suasion that others use to try to get you to accept their viewpoint without crit- 
ical thought. Two types of language are often used to promote the uncritical 
acceptance of viewpoints: 


© Euphemistic language 
® Emotive language 


By developing insight into these language strategies, you will strengthen your 
abilities to function as a critical thinker. 


Euphemistic Language 


The term euphemism derives from a Greek word meaning “to speak with good 
words” and involves substituting a more pleasant, less objectionable way of 
saying something for a blunt or more direct way. For example, an entire collec- 
tion of euphemisms exists to disguise the unpleasantness of death: “passed 
away,” “went to her reward,” “departed this life,” and “blew out the candle.” 

Why do people use euphemisms? They do so probably to help smooth out 
the “rough edges” of life, to make the unbearable bearable and the offensive 
inoffensive. Sometimes people use them to make their occupations seem more 
important. For example, a garbage collector may be called a “sanitation engi- 
neer”; a traveling salesman, a “field representative”; and a police officer, a “law 
enforcement official.” 

Euphemisms can become dangerous when they are used to create misper- 
ceptions of important issues. For example, an alcoholic may describe himself as 
a “social drinker,” thus ignoring the problem and the help he needs. Or a politi- 
cian may indicate that one of her other statements was “somewhat at variance 
with the truth” — meaning that she lied. Even more serious examples include 
describing rotting slums as “substandard housing,” making the deplorable 
conditions appear reasonable and the need for action less important. One of the 
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most devastating examples of the destructive power of euphemisms was Nazi 
Germany’s characterization of the slaughter of over 12 million men, women, 
and children by such innocuous phrases as the “final solution” and the “purifi- 
cation of the race.” 

George Orwell, the author of the futuristic novel 1984, describes how goy- 
ernments often employ euphemisms to disguise and justify wrongful policies 
in the following passage taken from his classic essay “Politics and the English 
Language”: 


In our time, political speech and writing are largely the defense of the inde- 
fensible. Things like the continuance of British rule in India, the Russian 
purges and deportations, [and] the dropping of the atom bombs on Japan 
can indeed be defended, but only by arguments which are too brutal for 
most people to face, and which do not square with the professed aims of 
political parties. Thus political language has to consist largely of euphe- 
mism, question-begging and sheer cloudy vagueness. Defenseless villages 
are bombarded from the air, the inhabitants driven out into the countryside, 
the cattle machine-gunned, the huts set on fire with incendiary bullets: this 
is called pacification. Millions of peasants are robbed of their farms and sent 
trudging along the roads with no more than they can carry: this is called 
transfer of population or rectification of frontiers. People are imprisoned for 
years without trial, or shot in the back of the neck or sent to die of scurvy in 
Arctic lumber camps: this is called elimination of unreliable elements. Such 
phraseology is needed if one wants to name things without calling up men- 
tal pictures of them. 


Euphemisms crop up in every part of our lives, but bureaucracies are par- 
ticularly prolific and creative “euphemisers.” Every year the nation’s English 
teachers present annual “Doublespeak Awards” to those institutions produc- 
ing the most egregious euphemisms. Listed below are some past winners. Why 
do you think these organizations created these particular euphemisms? Can 
you add to othe list euphemisms that you've heard of recently? 


Department of Defense 
bombing = “servicing the target” 
warplanes = “force packages” 
people to be killed = “soft targets” 


buildings to be bombed = “hard targets” 
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U.S. Senate 


voting a $23,200 raise 
for themselves 


“pay equalization concept” 


High School Educators 
hallways = “behavior transition corridors” 


Labor Unions 
strike = “difficult exercise in labor 
relations” 


U.S. Government Economic Report 
recession = “meaningful downturn in aggregate 
output” 


Several Foreign Governments 


assassinations = “active self-defense,” “interception 
“liquidation” 

terrorist = “freedom fighter” 

torture = “moderate physical pressure” 


Companies are acutely sensitive to the power of language and often try to 
shape public perceptions and attitudes through the words they use to commu- 
nicate. For example, consider the following excerpt from a New York Times arti- 
cle by John Schwartz that describes the decision by cigarette maker Philip 
Morris to change its name to “Altria Group.” What euphemistic meanings do 
you think the company was trying to capture? Do you think it made a good 
choice? Why or why not? If you were the CEO of Philip Morris, what other 
names might you have considered? 


Philip Morris, the owner of one of the world’s best-known corporate 
names, plans to change that name next year to the Altria Group, company 
executives said yesterday. 

The new name, which is subject to approval by shareholders at the com- 
pany’s annual meeting next April, is drawn from the Latin word “altus,” 
meaning “high,” and is supposed to suggest high performance, said 
Steven C. Parrish, the company’s senior vice president for corporate 
affairs, in an interview at the company’s headquarters in New York. . . . 

“Call for Altria” doesn’t have the ring of the company’s “Call for Philip 
Morrrrrr-isssss!” slogan from radio’s golden age. But that might be the 
point. The company has taken this action, its executives say, to reduce the 
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drag on the company’s reputation that association with the world’s most 
famous cigarette maker has caused. 

“When people say ‘Philip Morris,’ people don’t know which company 
you're talking about,” Mr. Parrish said. “We’re more than a tobacco com- 
pany, obviously, but there are a lot of people who don’t understand that.” 

“They are running away from tobacco,” countered David A. Kessler, 
former commissioner of the Food and Drug Administration and now the 
dean of the medical school at Yale University. . . . 

A longtime opponent of the tobacco industry, however, said a new 
name would not change the fact that Philip Morris’s Marlboro cigarettes 
are by far the favorite brand of underage smokers. “It’s sort of like the line 
from the Dragnet TV show, ‘This story is true, but the names have been 
changed to protect the innocent,’” said Matthew L. Myers, president of the 
National Center for Tobacco-Free Kids. “In this case it’s ‘The story is true, 

/ but the names have been changed to protect the guilty.’” In the end, he 
said, “this is quintessential Philip Morris practice. 

“Instead of changing its business practices, Philip Morris has chosen a 
public relations campaign to divert attention away from what it does.” .. . 

— John Schwartz, New York Times 


THINKING ACTIVITY 


Analyzing Euphemisms 


Read the following passage by New York Times columnist Bob Herbert deal- 
ing with the euphemisms that are being used for “getting fired.” Why do 
you think these bureaucratic euphemisms are so prevalent? 

Select an important social problem, such as drug use, crime, poverty, 
juvenile delinquency, support for wars in other countries, racism, or uneth- 
ical or illegal behavior in government. Identify several euphemisms used to 
describe the problem and explain how the euphemisms can lead to danger- 
ous misperceptions and consequences. 


SEPARATION ANXIETY* 
by Bob Herbert 


The euphemism of choice for the corporate chopping block is downsizing, 
but variations abound. John Thomas, a 59-year-old AT&T employee, was 
told on Tuesday that his job was “not going forward.” One thinks of a car 
with transmission trouble, or the New York Jets offense, not the demise of a 
lengthy career. 


* From “Euphemisms,” by Bob Herbert, The New York Times, January 19, 1996. Copyright © 1996 by The New York Times Co. 
Reprinted by permission. 
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Other workers are discontinued, involuntarily severed, surplussed. There 
are men and women at AT&T who actually talk about living in a “surplus 
universe.” 

There are special leaves, separations, rebalances, bumpings and, one of 
my favorites, cascade bumpings. A cascade bumping actually sounds like a 
joyful experience. 

In the old days some snarling ogre would call you into the office and say, 
“Jack, you're fired.” It would be better if they still did it that way because 
that might make the downsized, discontinued, surplussed or severed 
employee mad as hell. And if enough employees got mad they might get 
together and decide to do something about the ever-increasing waves of cor- 
porate greed and irresponsibility that have capsized their lives and will soon 
overwhelm many more. 

Instead, with the niceties scrupulously observed, and with employment 
alternatives in extremely short supply, the fired workers remain fearful, 
frustrated, confused, intimidated and far too docile. . . . The staggering job 
losses, even at companies that are thriving, are rationalized as necessary sac- 
rifices to the great gods of international competition. Little is said about the 
corrosive effect of rampant corporate greed, and even less about peculiar 
notions like corporate responsibility and accountability — not just to stock- 
holders, but to employees and their families, to the local community, to the 
social and economic well-being of the country as a whole. 

— New York Times, January 19, 1996 


Emotive Language 


What is your immediate reaction to the following words? 


sexy peaceful disgusting God filthy 
mouthwatering bloodthirsty whore Nazi 


Most of these words probably stimulate certain feelings in you. In fact, this abil- 
ity to evoke feelings in people accounts for the extraordinary power of lan- 
guage. As a stark illustration of the way people (in this case, politicians) use 
language to manipulate emotions, a political action committee named Gopac 
distributed a booklet several years ago entitled “Language: A Key Mechanism 
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of Control” to the candidates they supported. The booklet urged congressmen 
and -women to use words like “environment, peace, freedom, fair, flag, we-us- 
our, family, and humane when speaking of themselves. When speaking of 
opponents, words like “betray, sick, pathetic, lie, liberal, hypocrisy, permissive 
attitude, and self-serving” were preferable. Think of a recent election: Do you 
recall candidates following these linguistic suggestions? 

Making sense of the way that language can influence your thinking and 
behavior means understanding the emotional dimension of language. Special 
words (like those just listed) are used to stand for the emotive areas of your 
experience. These emotive words symbolize the whole range of human feel- 
ings, from powerful emotions (“I adore you!”) to the subtlest of feeling, as 
revealed in this passage spoken by Chief Seattle in 1855, responding to a U.S. 

; government proposal to buy his tribe’s land and place the tribe on a reserva- 
tion: 


Every part of this soil is sacred in the estimation of my people. Every hill- 
side, every valley, every plain and grove, has been hallowed by some sad or 
happy event in days long vanished. .. . The very dust upon which you now 
stand responds more lovingly to their footsteps than to yours, because it is 
rich with the blood of our ancestors and our bare feet are conscious of the 
sympathetic touch. ... And when the last red man shall have perished, and 
the memory of my tribe shall have become a myth among the white men, 
these shores will swarm with the invisible dead of my tribe... . At night 
when the streets of your cities and villages are silent and you think them 
deserted, they will throng with the returning hosts that once filled and still 
love this beautiful land. The white man will never be alone. Let him be just 
and deal kindly with my people, for the dead are not powerless. Dead, did 
I say? There is no death, only a change of worlds. 


Emotive language often plays a double role — it not only symbolizes and 
expresses our feelings but also arouses or evokes feelings in others. When you 
say, “I love you” to someone, you usually are not simply expressing your feel- 
ings toward that person — you also hope to inspire similar feelings in that per- 
son toward you. Even when you are communicating factual information, you 
make use of the emotive influence of language to interest other people in what 
you are saying. For example, compare the factually more objective account by 
the New York Times of Malcolm X’s assassination with the more emotive /action 
account by Life magazine (page 161). Which account do you find more engag- 
ing? Why? 
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Although an emotive statement may be an accurate description of how you 
feel, it is not the same as a factual statement because it is true only for you — 
not for others. For instance, even though you may feel that a movie is tasteless 
and repulsive, someone else may find it exciting and hilarious. By describing 
your feelings about the movie, you are giving your personal evaluation, which 
often differs from the personal evaluations of others (consider the case of con- 
flicting reviews of the same movie). A factual statement, in contrast, is a state- 
ment with which all “rational” people will agree, providing that suitable 
evidence for its truth is available (for example, the fact that mass transit uses 
less energy than automobiles). 

In some ways, symbolizing your emotions is more difficult than represent- 
ing factual information about the world. Expressing your feelings toward a 
person you know well often seems considerably more challenging than 
describing facts about that person. 

When emotive words are used in larger groups (such as in sentences, para- 
graphs, compositions, poems, plays, novels), they become even more powerful. 
The pamphlets of Thomas Paine helped inspire American patriots during the 
Revolutionary War, and Abraham Lincoln’s Gettysburg Address has endured 
as an expression of our most cherished values. In fact, it was the impassioned 
oratory of Adolf Hitler that helped influence the German people before and 
during World War II. 

One way to think about the meaning and power of emotive words is to see 
them on a scale or continuum from mild to strong. For example: 


® overweight/plump 
© ja 
® obese 


Philosopher Bertrand Russell used this feature of emotive words to show how 
we perceive the same trait in various people: 


® Tam firm. 
® You are stubborn. 
© He or she is pigheaded. 


We usually tend to perceive ourselves favorably (“I am firm”). I am speaking 
to you face to face, so I view you only somewhat less favorably (“You are stub- 
born”). But since a third person is not present, you can use stronger emotive 
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language (“He or she is pigheaded”). Try this technique with two other emo- 
tive words: 


Iz kamen. . NoOuratenae He or sheis.... 


2a leanne. YOUare.) a. He or she is.... 


Finally, emotive words can be used to confuse opinions with facts, a situa- 
tion that commonly occurs when we combine emotive uses of language with 
informative uses. Although people may appear to be giving factual informa- 
tion, they actually may be adding personal evaluations that are not factual. 
These opinions are often emotional, biased, unfounded, or inflammatory. Con- 
sider the following statement: “New York City is a filthy and dangerous pig- 
pen — only idiots would want to live there.” Although the speaker is 
pretending to give factual information, he or she is really using emotive lan- 
guage to advance an opinion. But emotive uses of language are not always neg- 
ative. The statement “She’s the most generous, wise, honest, and warm friend 
that a person could have” also illustrates the confusion of the emotive and the 
informative uses of language, except that in this case the feelings are positive. 

The presence of emotive words is usually a sign that a personal opinion or 
evaluation rather than a fact is being stated. Speakers occasionally do identify 
their opinions as opinions with such phrases as “In my opinion .. .” or “I feel 
that... .” Often, however, speakers do not identify their opinions as opinions 
because they want you to treat their judgments as facts. In these cases the com- 
bination of the informative use of language with the emotive use can be mis- 
leading and even dangerous. 


THINKING ACTIVITY 


Analyzing Emotive Language 


Identify examples of emotive language in the following passages, and 
explain how it is used by the writers to influence people’s thoughts and feel- 
ings: 


I draw the line in the dust and toss the gauntlet before the heel of tyranny, 
and I say segregation now, segregation tomorrow, segregation forever. 
— Governor George C. Wallace, 1963 


We dare not forget today that we are heirs of that first revolution. Let the 
word go forth from this time and place, to friend and foe alike, that the 
torch has been passed to a new generation of Americans — born in this 
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century, tempered by war, disciplined by a hard and bitter peace, proud of 
our ancient heritage — and unwilling to witness or permit the slow undo- 
ing of those human rights to which this nation has always been commit- 
ted, and to which we are committed today at home and around the world. 
— President John F. Kennedy, Inaugural Address, 1961 


, Every criminal, every gambler, every thug, every libertine, every girl 
ruiner, every home wrecker, every wife beater, every dope peddler, every 
moonshiner, every crooked politician, every pagan Papist priest, every 
shyster lawyer, every white slaver, every brothel madam, every Rome-con- 
trolled newspaper, every black spider — is fighting the Klan. Think it over. 
Which side are you on? 

— from a Ku Klux Klan circular 


We need another and a wiser and perhaps a more mystical concept of ani- 
mals. Remote from universal nature, and living by complicated artifice, 
man in civilization surveys the creature through the glass of his knowl- 
edge and sees thereby a feather magnified and the whole image in distor- 
tion. We patronize them for their incompleteness, for their tragic fate of 
having taken form so far below ourselves. And therein we err, and greatly 
err. For the animal shall not be measured by man. In a world older and 
more complete than ours they move finished and complete, gifted with 
extensions of the senses you have lost or never attained, living by voices 
you shall never hear. They are not brethren, they are not underlings; they 
are other nations, caught with ourselves in the net of life and time, fellow 
prisoners of the splendour and travail of the earth. 
— Henry Beston, The Outermost House 


THINKING PASSAGES 


Persuading with Political Speeches 


The central purpose of political speeches has traditionally been to persuade 
listeners to a particular point of view, using language as the vehicle. This has 
never been more true than in times of war or national crisis. The following 
selections are excerpts from speeches given at critical moments in history: 


® President Franklin D. Roosevelt speaking after the attack on Pearl 
Harbor by the Japanese military 


® Prime Minister Winston Churchill speaking after the invasion and 
defeat of most of the countries of western Europe by Hitler’s military 
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® President George W. Bush speaking ten days following the terrorist 
attacks on the World Trade Center and the Pentagon 


® Prime Minister Tony Blair speaking several weeks after the terrorist 
attacks 


® Al Qaeda leader Osama bin Laden’s videotaped comments released 
worldwide several days following the terrorist attacks 


After reading the selections, answer the questions at the conclusion of the 
readings. 


FRANKLIN D. ROOSEVELT, “DAY OF INFAMY” SPEECH (DECEMBER 8, 1941) 


_/To the Congress of the United States 


Yesterday, Dec. 7, 1941 —a date which will live in infamy — the United 
States of America was suddenly and deliberately attacked by naval and air 
forces of the Empire of Japan. 

The United States was at peace with that nation and, at the solicitation of 
Japan, was still in conversation with the government and its emperor look- 
ing toward the maintenance of peace in the Pacific. 

Indeed, one hour after Japanese air squadrons had commenced bombing 
in Oahu, the Japanese ambassador to the United States and his colleagues 
delivered to the Secretary of State a formal reply to a recent American mes- 
sage. While this reply stated that it seemed useless to continue the existing 
diplomatic negotiations, it contained no threat or hint of war or armed 
attack. 

It will be recorded that the distance of Hawaii from Japan makes it obvi- 
ous that the attack was deliberately planned many days or even weeks ago. 
During the intervening time, the Japanese government has deliberately 
sought to deceive the United States by false statements and expressions of 
hope for continued peace. 

The attack yesterday on the Hawaiian islands has caused severe damage 
to American naval and military forces. Very many American lives have been 
lost. In addition, American ships have been reported torpedoed on the high 
seas between San Francisco and Honolulu. 

Yesterday, the Japanese government also launched an attack against 
Malaya. 

Last night, Japanese forces attacked Hong Kong. 

Last night, Japanese forces attacked Guam. 

Last night, Japanese forces attacked the Philippine Islands. 
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Last night, the Japanese attacked Wake Island. 

The morning, the Japanese attacked Midway Island. 

Japan has, therefore, undertaken a surprise offensive extending through- 
out the Pacific area. The facts of yesterday speak for themselves. The people 
of the United States have already formed their opinions and well under- 
stand the implications to the very life and safety of our nation. 

As commander in chief of the Army and Navy, I have directed that all 
measures be taken for our defense. 

Always will we remember the character of the onslaught against us. 

No matter how long it may take us to overcome this premeditated inva- 
sion, the American people in their righteous might will win through to 
absolute victory. 

I believe I interpret the will of the Congress and of the people when I 
assert that we will not only defend ourselves to the uttermost, but will make 
very certain that this form of treachery shall never endanger us again. 

Hostilities exist. There is no blinking at the fact that our people, our terri- 
tory and our interests are in grave danger. 

With confidence in our armed forces — with the unbounding determina- 
tion of our people — we will gain the inevitable triumph — so help us God. 

I ask that the Congress declare that since the unprovoked and dastardly 
attack by Japan on Sunday, Dec. 7, a state of war has existed between the 
United States and the Japanese empire. 


WINSTON CHURCHILL, “BE YE MEN OF VALOUR” SPEECH 
(May 19, 1940) 


First Broadcast as Prime Minister 


I speak to you for the first time as Prime Minister in a solemn hour for the 
life of our country, of our empire, of our allies, and above all, of the cause of 
Freedom. A tremendous battle is raging in France and Flanders. The Ger- 
mans, by a remarkable combination of air bombing and heavily armored 
tanks, have broken through the French defenses north of the Maginot Line, 
and strong columns of their armored vehicles are ravaging the open coun- 
try, which for the first day or two was without defenders. They have pene- 
trated deeply and spread alarm and confusion in their track. Behind them 
there are now appearing infantry in lorries, and behind them, again, the 
large masses are moving forward. The re-groupment of the French armies to 
make head against, and also to strike at, this intruding wedge has been pro- 
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ceeding for several days, largely assisted by the magnificent efforts of the 
Royal Air Force. 

We must not allow ourselves to be intimidated by the presence of these 
armored vehicles in unexpected places behind our lines. If they are behind 
our Front, the French are also at many points fighting actively behind theirs. 
Both sides are therefore in an extremely dangerous position. And if the 
French Army, and our own Army, are well handled, as I believe they will be; 
if the French retain that genius for recovery and counter-attack for which 
they have so long been famous; and if the British Army shows the dogged 
endurance and solid fighting power of which there have been so many 
examples in the past — then a sudden transformation of the scene might 
spring into being. 

It would be foolish, however, to disguise the gravity of the hour. It would 

; ‘be still more foolish to lose heart and courage or to suppose that well- 
trained, well-equipped armies numbering three or four millions of men can 
be overcome in the space of a few weeks, or even months, by a scoop, or raid 

_ of mechanized vehicles, however formidable. We may look with confidence 

: to the stabilization of the Front in France, and to the general engagement of 
the masses, which will enable the qualities of the French and British soldiers 
to be matched squarely against those of their adversaries. For myself, I have 
invincible confidence in the French Army and its leaders. Only a very small 
part of that splendid Army has yet been heavily engaged; and only a very 
small part of France has yet been invaded. There is a good evidence to show 
that practically the whole of the specialized and mechanized forces of the 
enemy have been already thrown into the battle; and we know that very 
heavy losses have been inflicted upon them. No officer or man, no brigade 
or division, which grapples at close quarters with the enemy, wherever 
encountered, can fail to make a worthy contribution to the general result. 
The Armies must cast away the idea of resisting behind concrete lines or nat- 
ural obstacles, and must realize that mastery can only be regained by furi- 
ous and unrelenting assault. And this spirit must not only animate the High 
Command, but must inspire every fighting man. 

In the air — often at serious odds, often at odds hitherto thought over- 
whelming — we have been clawing down three or four to one of our ene- 
mies; and the relative balance of the British and German Air Forces is now 
considerably more favorable to us than at the beginning of the battle. In cut- 
ting down the German bombers, we are fighting our own battle as well as 
that of France. My confidence in our ability to fight it out to the finish with 
the German Air Force has been strengthened by the fierce encounters which 
have taken place and are taking place. At the same time, our heavy bombers 
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are striking nightly at the tap-root of German mechanized power, and have 
already inflicted serious damage upon the oil refineries on which the Nazi 
effort to dominate the world directly depends. 

We must expect that as soon as stability is reached on the Western Front, 
the bulk of that hideous apparatus of aggression which gashed Holland into 
ruin and slavery in a few days will be turned upon us. I am sure I speak for 
all when I say we are ready to face it; to ensure it; and to retaliate against it 
—to any extent that the unwritten laws of war permit. There will be many 
men and many women in the Island who when the ordeal comes upon 
them, as come it will, will feel comfort, and even a pride, that they are shar- 
ing the perils of our lads at the Front — soldiers, sailors and airmen, God 
bless them — and are drawing away from them a part at least of the 
onslaught they have to bear. Is not this the appointed time for all to make 
the utmost exertions in their power? If the battle is to be won, we must pro- 
vide our men with ever-increasing quantities of the weapons and ammuni- 
tion they need. We must have, and have quickly, more aeroplanes, more 
tanks, more shells, more guns. There is imperious need for these vital muni- 
tions. They increase our strength against the powerfully armed enemy. They 
replace the wastage of the obstinate struggle; and the knowledge that 
wastage will speedily be replaced enables us to draw more readily upon our 
reserves and throw them in now that everything counts so much. 

Our task is not only to win the battle — but to win the war. After this bat- 
tle in France abates its force, there will come the battle for our Island — for 
all that Britain is, and all that Britain means. That will be the struggle. In that 
supreme emergency we shall not hesitate to take every step, even the most 
drastic, to call forth from our people the last ounce and the last inch of effort 
of which they are capable. The interests of property, the hours of labor, are 
nothing compared with the struggle of life and honor, for right and free- 
dom, to which we have vowed ourselves. I have received from the Chiefs of 
the French Republic, and in particular from its indomitable Prime Minister, 
M. Reynaud, the most sacred pledges that whatever happens they will fight 
to the end, be it bitter or be it glorious. Nay, if we fight to the end, it can only 
be glorious. Having received His Majesty’s commission, I have formed an 
Administration of men and women of every Party and of almost every point 
of view. We have differed and quarreled in the past; but now one bond 
unites us all — to wage war until victory is won, and never to surrender 
ourselves to servitude and shame, whatever the cost and the agony may be. 
This is one of the most awe-striking periods in the long history of France 
and Britain. It is also beyond doubt the most sublime. Side by side, unaided 
except by their kith and kin in the great Dominions and by the wide empires 
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which rest beneath their shield — side by side, the British and French peo- 
ples have advanced to rescue not only Europe but mankind from the foulest 
and most soul-destroying tyranny which has ever darkened and stained the 
pages of history. Behind them — behind us — behind the Armies and Fleets 
of Britain and France — gather a group of shattered States and bludgeoned 
races: the Czechs, the Poles, the Norwegians, the Danes, the Dutch, the Bel- 
gians — upon all of whom the long night of barbarism will descend, unbro- 
ken even by a star of hope, unless we conquer, as conquer we must; as 
conquer we shall. 

Today is Trinity Sunday. Centuries ago words were written to be a call 
and a spur to the faithful servants of Truth and Justice: “Arm yourselves, 
and be ye men of valour, and be in readiness for the conflict; for it is better 

for us to perish in battle than to look upon the outrage of our nation and our 
altar. As the Will of God is in Heaven, even so let it be.” 


GEORGE W. BusH, FRomM “ADDRESS ON TERRORISM 
BEFORE A JOINT MEETING OF CONGRESS” (SEPTEMBER 21, 2001) 


On September the 11th, enemies of freedom committed an act of war against 
our country. Americans have known wars, but for the past 136 years they 
have been wars on foreign soil, except for one Sunday in 1941. Americans 
have known the casualties of war, but not at the center of a great city ona 
peaceful morning. Americans have known surprise attacks, but never before 
on thousands of civilians. All of this was brought upon us in a single day, 
and night fell on a different world, a world where freedom itself is under 
attack. 

Americans have many questions tonight. Americans are asking, “Who 
attacked our country?” The evidence we have gathered all points to a col- 
lection of loosely affiliated terrorist organizations known as al Qaeda. They 
are some of the murderers indicted for bombing American embassies in Tan- 
zania and Kenya and responsible for bombing the USS Cole. Al Qaeda is to 
terror what the Mafia is to crime. But its goal is not making money; its goal 
is remaking the world and imposing its radical beliefs on people every- 
where. The terrorists practice a fringe form of Islamic extremism that has 
been rejected by Muslim scholars and the vast majority of Muslim clerics; a 
fringe movement that perverts the peaceful teachings of Islam. The terror- 
ists’ directive commands them to kill Christians and Jews, to kill all Ameri- 
cans and make no distinctions among military and civilians, including 
women and children. This group and its leader, a person named Osama bin 
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Laden, are linked to many other organizations in different countries, includ- 
ing the Egyptian Islamic Jihad, the IsLamic Movement of Uzbekistan. 

Americans are asking, “Why do they hate us?” They hate what they see 
right here in this chamber: a democratically elected government. Their lead- 
ers are self-appointed. They hate our freedoms: our freedom of religion, our 
freedom of speech, our freedom to vote and assemble and disagree with 
each other. They want to overthrow existing governments in many Muslim 
countries such as Egypt, Saudi Arabia and Jordan. They want to drive Israel 
out of the Middle East. They want to drive Christians and Jews out of vast 
regions of Asia and Africa. These terrorists kill not merely to end lives, but 
to disrupt and end a way of life. With every atrocity, they hope that Amer- 
ica grows fearful, retreating from the world and forsaking our friends. They 
stand against us because we stand in their way. 

We’re not deceived by their pretenses to piety. We have seen their king 


before. They’re the heirs of all the murderous ideologies of the 20th century. 


By sacrificing human life to serve their radical visions, by abandoning every 
value except the will to power, they follow in the path of fascism, Nazism 
and totalitarianism. And they will follow that path all the way to where it 
ends in history’s unmarked grave of discarded lies. Every nation in every 
region now has a decision to make: Either you are with us or you are with 
the terrorists. From this day forward, any nation that continues to harbor or 
support terrorism will be regarded by the United States as a hostile regime. 

Tonight I thank my fellow Americans for what you have already done 
and for what you will do. After all that has just passed, all the lives taken 
and all the possibilities and hopes that died with them, it is natural to won- 
der if America’s future is one of fear. Some speak of an age of terror. 1 know 
there are struggles ahead and dangers to face. But this country will define 
our times, not be defined by them. As long as the United States of America 
is determined and strong, this will not be an age of terror. This will be an age 
of liberty here and across the world. 

Great harm has been done to us. We have suffered great loss. And in our 
grief and anger we have found our mission and our moment. Freedom and 
fear are at war. The advance of human freedom, the great achievement of 
our time and the great hope of every time, now depends on us. Our nation, 
this generation, will lift the dark threat of violence from our people and our 
future. We will rally the world to this cause by our efforts, by our courage. 
We will not tire, we will not falter and we will not fail. It is my hope that in 
the months and years ahead life will return almost to normal. We’ll go back 
to our lives and routines and that is good. Even grief recedes with time and 
grace. But our resolve must not pass. Each of us will remember what hap- 
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pened that day and to whom it happened. We will remember the moment 
the news came, where we were and what we were doing. 

Some will remember an image of a fire or story or rescue. Some will carry 
memories of a face and a voice gone forever. And I will carry this. It is the 
police shield of a man named George Howard who died at the World Trade 
Center trying to save others. It was given to me by his mom, Arlene, as a 
proud memorial to her son. It is my reminder of lives that ended and a task 
that does not end. I will not forget the wound to our country and those who 
inflicted it. I will not yield, I will not rest, I will not relent in waging this 
struggle for freedom and security for the American people. The course of 
this conflict is not known, yet its outcome is certain. Freedom and fear, jus- 
tice and cruelty, have always been at war, and we know that God is not neu- 
tral between them. 

Fellow citizens, we’ll meet violence with patient justice, assured of the 
rightness of our cause and confident of the victories to come. In all that lies 
before us, may God grant us wisdom and may he watch over the United 
States of America. 


PRIME MINISTER TONY BLAIR (OcTOBER 2, 2001) 


In retrospect, the Millennium marked only a moment in time. It was the 
events of September 11 that marked a turning point in history, where we 
confront the dangers of the future and assess the choices facing humankind. 
It was a tragedy. An act of evil. From this nation, goes our deepest sympa- 
thy and prayers for the victims and our profound solidarity with the Amer- 
ican people. We were with you at the first. We will stay with you to the last. 

I know that here in Britain people are anxious, even a little frightened. I 
understand that. People know we must act but they worry what might fol- 
low. ... Every reasonable measure of internal security is being undertaken. 
Our way of life is a great deal stronger and will last a great deal longer than 
the actions of fanatics, small in number and now facing a unified world 
against them. People should have confidence. This is a battle with only one 
outcome: our victory not theirs. 

What happened on 11 September was without parallel in the bloody his- 
tory of terrorism. Within a few hours, up to 7000 people were annihilated, 
the commercial centre of New York was reduced to rubble and in Washing- 
ton and Pennsylvania further death and horror on an unimaginable scale. 
Let no one say this was a blow for Islam when the blood of innocent Mus- 
lims was shed along with those of the Christian, Jewish and other faiths 
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around the world. We know those responsible. In Afghanistan are scores of 
training camps for the export of terror. Chief amongst the sponsors and 
organisers is Usama Bin Laden. He is supported, shielded and given succour 
by the Taliban regime. . . . Be in no doubt: Bin Laden and his people organ- 
ised this atrocity. The Taliban aid and abet him. He will not desist from fur- 
ther acts of terror. They will not stop helping him. 

Whatever the dangers of the action we take, the dangers of inaction are 
far, far greater. The action we take will be proportionate; targeted; we will do 
all we humanly can to avoid civilian casualties. But understand what we are 
dealing with. Listen to the calls of those passengers on the planes. Think of 
the children on them, told they were going to die. Think of the cruelty 
beyond our comprehension as amongst the screams and the anguish of the 
innocent, those hijackers drove at full throttle planes laden with fuel into 
buildings where tens of thousands worked. 

They have no moral inhibition on the slaughter of the innocent. If they 
could have murdered not 7,000 but 70,000 does anyone doubt they would 
have done so and rejoiced in it? There is no compromise possible with such 
people, no meeting of minds, no point of understanding with such terror. 
Just a choice: defeat it or be defeated by it. And defeat it we must. 


OSAMA BIN LADEN, VIDEO STATEMENT (OcTOBER 7, 2001) 


Here is America struck by God Almighty in one of its vital organs, so that its 
greatest buildings are destroyed. Grace and gratitude to God. America has 
been filled with horror from north to south and east to west, and thanks be 
to God that what America is tasting now is only a copy of we have tasted. 

Our Islamic nation has been tasting the same for more than 80 years, of 
humiliation and disgrace, its sons killed and their blood spilled, its sanctities 
desecrated. God has blessed a group of vanguard Muslims, the forefront of 
Islam, to destroy America. May God bless them and allot them a supreme 
place in heaven, for He is the only one capable and entitled to do so. When 
those have stood in defence of their weak children, their brothers and sisters 
in Palestine and other Muslim nations, the whole world went into an uproar, 
the infidels followed by the hypocrites. 

A million innocent children are dying at this time as we speak, killed in 
Iraq without any guilt. We hear no denunciation, we hear no edict from the 
hereditary rulers. In these days, Israeli tanks rampage across Palestine, in 
Ramallah, Rafah and Beit Jala and many other parts of the land of Islam, and 
we do not hear anyone raising his voice or reacting. But when the sword fell 
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upon America after 80 years, hypocrisy raised its head up high bemoaning 
those killers who toyed with the blood, honour and sanctities of Muslims. 

The least that can be said about those hypocrites is that they are apostates 
who followed the wrong path. They backed the butcher against the victim, 
the oppressor against the innocent child. I seek refuge in God against them 
and ask Him to let us see them in what they deserve. 

I say that the matter is very clear. Every Muslim after this event (should 
fight for their religion), after the senior officials in the United States of Amer- 
ica starting with the head of international infidels, (U.S. President George 
W.) Bush and his staff who went on a display of vanity with their men and 
horses, those who turned even the countries that believe in Islam against us 
— the group that resorted to God, the Almighty, the group that refuses to be 
subdued in its religion. 

They (America) have been telling the world falsehoods that they are 
fighting terrorism. In a nation at the far end of the world, Japan, hundreds 
of thousands, young and old, were killed and (they say) this is not a world 
crime. To them it is not a clear issue. A million children (were killed) in Iraq; 
to them this is not a clear issue. 

But when a few more than 10 were killed in Nairobi and Dar es Salaam, 
Afghanistan and Iraq were bombed and hypocrisy stood behind the head of 
international infidels, the modern world’s symbol of paganism, America, 
and its allies. 

I tell them that these events have divided the world into two camps, the 
camp of the faithful and the camp of infidels. May God shield us and you 
from them. 

Every Muslim must rise to defend his religion. The wind of faith is blow- 
ing and the wind of change is blowing to remove evil from the Peninsula of 
Mohammad, peace be upon him. 

As to America, I say to it and its people a few words: I swear to God that 
America will not live in peace before peace reigns in Palestine, and before 
all the army of infidels depart the land of Mohammad, peace be upon him. 

God is the Greatest and glory be to Islam. 


Questions for Analysis 


1. Identify the euphemisms and emotive words that tend to keep reappearing 
in these various speeches. Why do you think the authors/speakers chose 
the words that they did? 
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2. Identify the themes that keep reappearing in the various accounts. Why did 
the authors/speakers choose these particular themes? 

3. Rank the speeches in order, from most persuasive to least persuasive, and 
explain your rationale for doing so. 

4. Imagine that you were president of the United States during a national cri- 
sis. Compose a speech that you believe would be persuasive to many peo- 
ple in America and the world. After composing the speech, explain the 
rationale behind your work. 


How E-mail Changes 
Communication 


Elsewhere in this text we have looked at the differences between express- 
ing ourselves in writing and expressing ourselves orally. When we express 
ourselves in writing, our audience is not able to hear our vocal inflections or 
see our gestures and body language. The impression we make depends 
completely upon what we write. 

The same holds true for the use of electronic mail, which has changed the 
way many people communicate at work, in social settings, in the classroom, 
and at home. 


® What are some of the differences between communicating via email, 
the spoken word, or another form of writing? 


® Do you think an email is easier to misunderstand than other styles of 
writing? Why or why not? 


Have you ever 

® Received an email you thought was sarcastic, cruel, or too blunt? 
® Sent one that was misinterpreted? 

® gotten “hoax” virus warnings? 

® Gotten chain letters promising unbelievable rewards? 


® Received jokes you didn’t want? 


In your opinion, has the popularity of email changed the nature or fre- 
quency of these kinds of messages as compared to paper mail? If so, how 
has that happened? 
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How Do You “Come Across”? 


Have you noticed that you speak differently to different groups of people in 
different situations? Depending upon whether and where you work, you 
may notice that your choice of words and even grammatical constructions 
vary from those you use when speaking with, for example, family members. 
For that matter, how you speak to children is probably different from how 
you speak to siblings or to parents and other elders. You have a different 
“speaking personality” in different situations. 

What different email personalities do you have? What steps can you take 
to ensure that you come across as you intend when you use email? 


Final Thoughts 


This chapter on language explores the essential role of language in developing 
sophisticated thinking abilities. The goal of clear, effective thinking and com- 
munication — avoiding ambiguity and vagueness — is accomplished through 
the joint efforts of thought and language. Learning to use the appropriate lan- 
guage style, depending on the social context in which you are operating, 
requires both critical judgment and flexible expertise with various language 
forms. Critically evaluating the pervasive attempts of advertisers and others to 
bypass your critical faculties and influence your thinking involves insight into 
the way language and thought create and express meaning. 

Its link with thinking makes language so powerful a tool that we not only 
rely on it as a vehicle for expressing our thoughts and feelings and for influ- 
encing others, but we also use language to provide a structure for learning. 
Like a choreographer who creates a dance, language shapes and forms our 
thoughts. It organizes them. It relates one idea to another so that their combi- 
nations, many and varied, can be reported with strength and vitality, creating 
meaning that no one idea could convey alone. Used expertly, language 
expresses our thinking in a way that clearly evokes the images, feelings, and 
ideas that we as speakers and writers want to present. It also communicates our 
thinking in such a way that others can comprehend our meaning, in turn mak- 
ing appropriate inferences and judgments and thereby expanding their own 
thinking. We will be examining these further relationships between language 
and thought in the ensuing chapters. 
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THINKING PASSAGE. 


Gender Differences in Language 


Recently, gender differences in language use have reached the forefront of 


social research, even though variations in language use between the sexes 
has been observed for centuries. Proverbs such as “A woman's tongue wags 
like a lamb’s tail” historically attest to supposed differences — usually infe- 
riorities — in women’s speech and, by implication, in their thinking when 
compared with men’s. Vocabulary, swearing and use of taboo language, pro- 
nunciation, and verbosity have all been said to illustrate gender differences 
in language. Only within the last two decades, however, have scholars of the 
social use of language paid serious attention to the variation between men’s 
and women’s language and the social factors that contribute to these differ- 
ences. The following passage from the work of Deborah Tannen reflects the 
current interest in sociolinguistic variations between the “languages” used 
by women and men. After reading the selection, answer the questions that 
follow. 


Sex, LIES AND CONVERSATION: Why Is IT So HARD 
FOR MEN AND WOMEN TO TALK TO EACH OTHER? 
by Deborah Tannen 


I was addressing a small gathering in a suburban Virginia living room — a 
women’s group that had invited men to join them. Throughout the evening, 
one man had been particularly talkative, frequently offering ideas and anec- 
dotes, while his wife sat silently beside him on the couch. Toward the end of 
the evening, I commented that women frequently complain that their hus- 
bands don’t talk to them. This man quickly concurred. He gestured toward 
his wife and said, “She’s the talker in our family.” The room burst into 
laughter; the man looked puzzled and hurt. “It’s true,” he explained. “When 
I come home from work I have nothing to say. If she didn’t keep the con- 
versation going, we'd spend the whole evening in silence.” 

This episode crystallizes the irony that although American men tend to 
talk more than women in public situations, they often talk less at home. And 
this pattern is wreaking havoc with marriage. 

The pattern was observed by political scientist Andrew Hacker in the late 
‘70s. Sociologist Catherine Kohler Riessman reports in her new book Divorce 
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” 


“You're Not Going to Believe This. . 


@ Each of us uses a variety of communication styles in our lives, depending on the peo- 
ple we’re with. What is the communication style displayed in this photo? What are 
some of the communication styles that you use on a regular basis? How would you 
communicate the same message to different audiences? 


Talk that most of the women she interviewed — but only a few of the men — 
gave lack of communication as the reason for their divorces. Given the cur- 
rent divorce rate of nearly 50 percent, that amounts to millions of cases in the 
United States every year — a virtual epidemic of failed conversation. 

In my own research, complaints from women about their husbands most 
often focused not on tangible inequities such as having given up the chance 
for a career to accompany a husband to his, or doing far more than their 
share of daily life-support work like cleaning, cooking, social arrangements 
and errands. Instead, they focused on communication: “He doesn’t listen to 
me,” “He doesn’t talk to me.” I found, as Hacker observed years before, that 
most wives want their husbands to be, first and foremost, conversational 
partners, but few husbands share this expectation of their wives. 
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In short, the image that best represents the current crisis is the stereotyp- 
ical cartoon scene of a man sitting at the breakfast table with a newspaper 
held up in front of his face, while a woman glares at the back of it, wanting 
to talk. 


Linguistic Battle of Sexes 

How can women and men have such different impressions of communica- 
tion in marriage? Why the widespread imbalance in their interests and 
expectations? 

In the April issue of American Psychologist, Stanford University’s Eleanor 
Maccoby reports the results of her own and others’ research showing that 
children’s development is most influenced by the social structure of peer 
interactions. Boys and girls tend to play with children of their own gender, 
and their sex-separate groups have different organizational structures and 
interactive norms. 

I believe these systematic differences in childhood socialization make talk 
between women and men like cross-cultural communication, heir to all the 
attraction and pitfalls of that enticing but difficult enterprise. My research on 
men’s and women’s conversations uncovered patterns similar to those 
described for children’s groups. 

For women, as for girls, intimacy is the fabric of relationships, and talk is 
the thread from which it is woven. Little girls create and maintain friend- 
ships by exchanging secrets; similarly, women regard conversation as the 
cornerstone of friendship. So a woman expects her husband to be a new and 
improved version of a best friend. What is important is not the individual 
subjects that are discussed but the sense of closeness, a life shared, that 
emerges when people tell their thoughts, feelings, and impressions. 

Bonds between boys can be as intense as girls’, but they are based less on 
talking, more on doing things together. Since they don’t assume talk is the 
cement that binds a relationship, men don’t know what kind of talk women 
want, and they don’t miss it when it isn’t there. 

Boys’ groups are larger, more inclusive, and more hierarchical, so boys 
must struggle to avoid the subordinate position in the group. This may play 
a role in women’s complaints that men don’t listen to them. Some men really 
don’t like to listen, because being the listener makes them feel one-down, 
like a child listening to adults or an employee to a boss. 

But often when women tell men, “You aren’t listening,” and the men 
protest, “I am,” the men are right. The impression of not listening results 
from misalignments in the mechanics of conversation. The misalignment 
begins as soon as a man and a woman take physical positions. This became 
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clear when I studied videotapes made by psychologist Bruce Dorval of chil- 
dren and adults talking to their same-sex best friends. I found that at every 
age, the girls and women faced each other directly, their eyes anchored on 
each other’s faces. At every age, the boys and men sat at angles to each other 
__ and looked elsewhere in the room, periodically glancing at each other. They 
__ were obviously attuned to each other, often mirroring each other’s move- 
_ ments. But the tendency of men to face away can give women the impres- 
sion they aren’t listening even when they are. A young woman in college 
was frustrated: Whenever she told her boyfriend she wanted to talk to him, 
he would lie down on the floor, close his eyes, and put his arm over his face. 
This signaled to her, “He’s taking a nap.” But he insisted he was listening 
extra hard. Normally, he looks around the room, so he is easily distracted. 
Lying down and covering his eyes helped him concentrate on what she was 
saying. 

Analogous to the physical alignment that women and men take in con- 
versation is their topical alignment. The girls in my study tended to talk at 
length about one topic, but the boys tended to jump from topic to topic. Girls 
exchanged stories about people they knew. The second-grade boys teased, 
told jokes, noticed things in the room and talked about finding games to 
play. The sixth-grade girls talked about problems with a mutual friend. The 
sixth-grade boys talked about 55 different topics, none of which extended 
over more than a few turns. 


Listening to Body Language 

Switching topics is another habit that gives women the impression men 
aren't listening, especially if they switch to a topic about themselves. But the 
evidence of the 10th-grade boys in my study indicates otherwise. The 10th- 
grade boys sprawled across their chairs with bodies parallel and eyes 
straight ahead, rarely looking at each other. They looked as if they were rid- 
ing in a car, staring out the windshield. But they were talking about their 
feelings. One boy was upset because a girl had told him he had a drinking 
problem, and the other was feeling alienated from all his friends. 

Now, when a girl told a friend about a problem, the friend responded by 
asking probing questions and expressing agreement and understanding. But 
the boys dismissed each other’s problems. Todd assured Richard that his 
drinking was “no big problem” because “sometimes you're funny when 
you're off your butt.” And when Todd said he felt left out, Richard 
responded, “Why should you? You know more people than me.” 
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Women perceive such responses as belittling and unsupportive. But the 
boys seemed satisfied with them. Whereas women reassure each other by 
implying, “You shouldn’t feel bad because I’ve had similar experiences,” 
men do so by implying, “You shouldn’t feel bad because your problems 
aren't so bad.” 

There are even simpler reasons for women’s impression that men don’t 
listen. Linguist Lynette Hirschman found that women make more listener- 
noise, such as “mhm,” “uhuh,” and “yeah,” to show “I’m with you.” Men, 
she found, more often give silent attention. Women who expect a stream of 
listener-noise interpret silent attention as no attention at all. 

Women’s conversational habits are as frustrating to men as men’s are to 
women. Men who expect silent attention interpret a stream of listener-noise 
as overreaction or impatience. Also, when women talk to each other in a 
close, comfortable setting, they often overlap, finish each other’s sentences 
and anticipate what the other is about to say. This practice, which I call “par- 
ticipatory listenership,” is often perceived by men as interruption, intrusion 
and lack of attention. 

A parallel difference caused a man to complain about his wife, “She just 
wants to talk about her own point of view. If I show her another view, she 
gets mad at me.” When most women talk to each other, they assume a con- 
versationalist’s job is to express agreement and support. But many men see 
their conversational duty as pointing out the other side of an argument. This 
is heard as disloyalty by women, and refusal to offer the requisite support. 
It is not that women don’t want to see other points of view, but that they pre- 
fer them phrased as suggestions and inquiries rather than as direct chal- 
lenges. 

In his book Fighting for Life, Walter Ong points out that men use “agonis- 
tic,” or warlike, oppositional formats to do almost anything; thus discussion 
becomes debate, and conversation a competitive sport. In contrast, women 
see conversation as a ritual means of establishing rapport. If Jane tells a 
problem and June says she has a similar one, they walk away feeling closer 
to each other. But this attempt at establishing rapport can backfire when 
used with men. Men take too literally women’s ritual “troubles talk,” just as 
women mistake men’s ritual challenges for real attack. 


The Sounds of Silence 

These differences begin to clarify why women and men have such different 
expectations about communication in marriage. For women, talk creates 
intimacy. Marriage is an orgy of closeness: you can tell your feelings and 
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thoughts, and still be loved. Their greatest fear is being pushed away. But 
men live in a hierarchical world, where talk maintains independence and 
status. They are on guard to protect themselves from being put down and 
pushed around. 

This explains the paradox of the talkative man who said of his silent wife, 
“She’s the talker.” In the public setting of a guest lecture, he felt challenged 
to show his intelligence and display his understanding of the lecture. But at 
home, where he has nothing to prove and no one to defend against, he is 
free to remain silent. For his wife, being home means she is free from the 
worry that something she says might offend someone, or spark disagree- 
ment, or appear to be showing off; at home she is free to talk. 

The communication problems that endanger marriage can’t be fixed by 
mechanical engineering. They require a new conceptual framework about 
the role of talk in human relationships. Many of the psychological explana- 
tions that have become second nature may not be helpful, because they tend 
to blame either women (for not being assertive enough) or men (for not being 
in touch with their feelings). A sociolinguistic approach by which male- 
female conversation is seen as cross-cultural communication allows us to 
understand the problem and forge solutions without blaming either party. 

Once the problem is understood, improvement comes naturally, as it did 
to the young woman and her boyfriend who seemed to go to sleep when she 
wanted to talk. Previously, she had accused him of not listening, and he had 
refused to change his behavior, since that would be admitting fault. But then 
she learned about and explained to him the differences in women’s and 
men’s habitual ways of aligning themselves in conversation. The next time 
she told him she wanted to talk, he began, as usual, by lying down and cov- 
ering his eyes. When the familiar negative reaction bubbled up, she reas- 
sured herself that he really was listening. But then he sat up and looked at 
her. Thrilled, she asked why. He said, “You like me to look at you when you 
talk, so Ill try to do it.” Once he saw their differences as cross-cultural rather 
than right and wrong, he independently altered his behavior. 

Women who feel abandoned and deprived when their husbands won’t 
listen to or report daily news may be happy to discover their husbands try- 
ing to adapt once they understand the place of small talk in women’s rela- 
tionships. But if their husbands don’t adapt, the women may still be 
comforted that for men, this is not a failure of intimacy. Accepting the dif- 
ference, the wives may look to their friends or family for that kind of talk. 
And husbands who can’t provide it shouldn’t feel their wives have made 
unreasonable demands. Some couples will still decide to divorce, but at 
least their decisions will be based on realistic expectations. 
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In these times of resurgent ethnic conflicts, the world desperately needs 
cross-cultural understanding. Like charity, successful cross-cultural commu- 
nication should begin at home. 


Questions for Analysis 


1. Identify the distinctive differences between the communication styles of 
men and women, according to Deborah Tannen, and explain how these dif- 
ferences can lead to miscommunication and misunderstanding. 


2. Based on your experience, explain whether you believe Dr. Tannen’s analy- 
sis of these different communication styles is accurate. Provide specific 
examples to support your viewpoint. 

3. Describe a situation in which you had a miscommunication with a person of 
the opposite sex. Analyze this situation based on what you read in the 
Tannen article. 

4. Identify strategies that both men and women can use to help avoid the mis- 
communication that can result from these contrasting styles. 


©) Fallacies of Relevance 


Fallacies of Relevance 
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Many fallacious arguments appeal for support to factors that have little or 
nothing to do with the argument being offered. In these cases, false appeals 
substitute for sound reasoning and a critical examination of the issues. Such 
appeals, known as fallacies of relevance, include the following kinds of fallacious 
thinking, which are grouped by similarity into “fallacy families”: 


Appeal to authority 
Appeal to tradition 
Bandwagon 


Appeal to pity 
Appeal to fear 
Appeal to flattery 
Special pleading 


Appeal to ignorance 
Begging the question 
Straw man 

Red herring 

Appeal to personal attack 
Two wrongs make a right 
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Appeal to Authority 


In Chapter 5, “Believing and Knowing,” we explored the ways in which we 
sometimes appeal to authorities to establish our beliefs or prove our points. At 
that time, we noted that to serve as a basis for beliefs, authorities must have 
legitimate expertise in the area in which they are advising — like an experi- 
enced mechanic diagnosing a problem with your car. People, however, often 
appeal to authorities who are not qualified to give an expert opinion. Consider 
the reasoning in the following advertisements. Do you think the arguments are 
sound? Why or why not? 


Hi. You’ve probably seen me out on the football field. After a hard day’s 
work crushing halfbacks and sacking quarterbacks, I like to settle down 
with a cold, smooth Maltz beer. 


SONY. Ask anyone. 


Over 11 million women will read this ad. Only 16 will own the coat. 


Each of these arguments is intended to persuade us of the value of a product 
through appeal to various authorities. In the first case, the authority is a well- 
known sports figure; in the second, the authority is large numbers of people; 
and in the third, the authority is a select few, appealing to our desire to be 
exclusive (“snob appeal”). Unfortunately, none of these authorities offer legiti- 
mate expertise about the product. Football players are not beer experts; large 
numbers of people are often misled; exclusive groups of people are frequently 
mistaken in their beliefs. To evaluate authorities properly, we have to ask: 


® What are the professional credentials on which the authorities’ expertise 
is based? 


® Is their expertise in the area they are commenting on? 


Appeal to Tradition 


A member of the same fallacy family as appeal to authority, appeal to tradition 
argues that a practice or way of thinking is “better” or “right” simply because 
it is older, it is traditional, or it has “always been done that way.” Although tra- 
ditional beliefs often express some truth or wisdom — for example, “Good 
nutrition, exercise, and regular medical check-ups are the foundation of good 
health” — traditional beliefs are often misguided or outright false. Consider, 
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for example, the belief that “intentional bleeding is a source of good health 
because it lets loose evil vapors in the body” or traditional practices like Victo- 
rian rib-crushing corsets or Chinese footbinding. How do we tell which tradi- 
tional beliefs or practices have merit? We need to think critically, evaluating the 
value based on informed reasons and compelling evidence. Critically evaluate 
the following traditional beliefs: 


® Spare the rod and spoil the child. 
® Children should be seen and not heard. 
® Never take “no” for an answer. 


® I was always taught that a woman’s place was in the home, so pursuing 
a career is out of the question for me. 


® Real men don’t cry — that’s the way I was brought up. 


Bandwagon 


Joining the illogical appeals to authority and tradition, the fallacy bandwagon 
relies on the uncritical acceptance of others’ opinions, in this case because 
“everyone believes it.” People experience this all the time through “peer pres- 
sure,” when an unpopular view is squelched and modified by the group opin- 
ion. For example, you may change your opinion when confronted with the 
threat of ridicule or rejection from your friends. Or you may modify your point 
of view at work or in your religious organization in order to conform to the pre- 
vailing opinion. In all of these cases your views are being influenced by a desire 
to “jump on the bandwagon” and avoid getting left by yourself on the side of 
the road. The bandwagon mentality also extends to media appeals based on 
views of select groups such as celebrities or public opinion polls. Again, criti- 
cal thinking is the tool that you have to distinguish an informed belief from a 
popular but uninformed belief. Critically evaluate the following bandwagon 
appeals: 


® I used to think that was my favorite kind of music. But my 
friends convinced me that only losers enjoy this music. So I’ve stopped 
listening to it. 


® Hollywood celebrities and supermodels agree: Tattoos in unusual places 
are very cool. That’s good enough for me! 


® In the latest Gallup poll 86 percent of those polled believe that economic 
recovery will happen in the next six months, so I must be wrong. 
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Appeal to Pity 


Consider the reasoning in the following arguments. Do you think that the argu- 
ments are sound? Why or why not? 


I know that I haven’t completed my term paper, but I really think that I 
should be excused. This has been a very difficult semester for me. I caught 
every kind of flu that came around. In addition, my brother has a drinking 
problem, and this has been very upsetting to me. Also, my dog died. 


I admit that my client embezzled money from the company, your honor. 
However, I would like to bring several facts to your attention. He is a fam- 
ily man, with a wonderful wife and two terrific children. He is an important 
member of the community. He is active in the church, coaches a little league 
baseball team, and has worked very hard to be a good person who cares 
about people. I think that you should take these things into consideration in 
handing down your sentence. 


In each of these appeal to pity arguments, the reasons offered to support the con- 
clusions may indeed be true. They are not, however, relevant to the conclusion. 
Instead of providing evidence that supports the conclusion, the reasons are 
designed to make us feel sorry for the person involved and therefore agree 
with the conclusion out of sympathy. Although these appeals are often effec- 
tive, the arguments are not sound. The probability of a conclusion can be estab- 
lished only by reasons that support and are relevant to the conclusion. 

Of course, not every appeal to pity is fallacious. There are instances in which 
pity may be deserved, relevant, and decisive. For example, if you are soliciting 
a charitable donation, or asking a friend for a favor, an honest and straightfor- 
ward appeal to pity may be appropriate. 


Appeal to Fear 


Consider the reasoning in the following arguments. Do you think that the argu- 
ments are sound? Why or why not? 


I'm afraid I don’t think you deserve a raise. After all, there are many people 
who would be happy to have your job at the salary you are currently receiv- 


ing. | would be happy to interview some of these people if you really think 
that you are underpaid. 
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If you continue to disagree with my interpretation of The Catcher in the Rye, 
I’m afraid you won’t get a very good grade on your term paper. 


In both of these arguments, the conclusions being suggested are supported by 
an appeal to fear, not by reasons that provide evidence for the conclusions. In the 
first case, the threat is that if you do not forgo your salary demands, your job 
may be in jeopardy. In the second case, the threat is that if you do not agree 
with the teacher’s interpretation, you will fail the course. In neither instance are 
the real issues — Is a salary increase deserved? Is the student's interpretation 
legitimate? — being discussed. People who appeal to fear to support their con- 
clusions are interested only in prevailing, regardless of which position might 
be more justified. 

Vy. 


Appeal to Flattery 


Flattery joins the emotions of pity and fear as a popular source of fallacious 
reasoning. This kind of “apple polishing” is designed to influence the thinking 
of others by appealing to their vanity as a substitute for providing relevant evi- 
dence to support your point of view. Of course, flattery is often a harmless 
lubricant for social relationships, and it can also be used in conjunction with 
compelling reasoning. But appeal to flattery enters the territory of fallacy when 
it is the main or sole support of your claim, such as “This is absolutely the best 
course I’ve ever taken. And I’m really hoping for an A to serve as an emblem 
of your excellent teaching.” Think critically about the following examples: 


® You have a great sense of humor, boss, and I’m particularly fond of your 
racial and homosexual jokes. They crack me up! And while we’re talking, 
I’d like to remind you how much I’m hoping for the opportunity to work 
with you if I receive the promotion that you're planning to give to one of 
us. 


® You are a beautiful human being, inside and out. Why don’t you stay the 
night? 


® You are so smart. I wish I had a brain like yours. Can you give me any 
hints about the chemistry test you took today? I’m taking it tomorrow. 


Special Pleading 


This fallacy occurs when someone makes themselves a special exception, with- 
out sound justification, to the reasonable application of standards, principles, or 
expectations. For example, consider the following exchange: 
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“Hey, hon, could you get me a beer? I’m pooped from work today.” 

“Well, I’m exhausted from working all day, too! Why don’t you get it your- 
self?” 

“T need you to get it because I’m really thirsty.” 


As we saw in Chapter 4, “Perceiving,” we view the world through our own 
lenses, and these lenses tend to see the world as tilted toward our interests. 
That’s why special pleading is such a popular fallacy: We’re used to treating our 
circumstances as unique and deserving of special consideration when com- 
pared to the circumstances of others. Of course, other people tend to see things 
from a very different perspective. Critically evaluate the following examples. 


® I know that the deadline for the paper was announced several weeks ago 
and that you made clear there would be no exceptions, but I’m asking 
you to make an exception because I experienced some very bad breaks. 


® [really don’t like it when you check out other men and comment on their 
physiques. I know that I do that toward other women, but it’s a “guy 
thing.” 


® Yes, I would like to play basketball with you guys, but I want to warn 
you: As a woman, | don’t like getting bumped around, so keep your dis- 
tance. 


® I probably shouldn’t have used funds from the treasury for my own per- 
sonal use, but after all I am the president of the organization. 


Appeal to Ignorance 


Consider the reasoning in the following arguments. Do you think that the argu- 
ments are sound? Why or why not? 


You say that you don’t believe in God. But can you prove that He doesn’t 
exist? If not, then you have to accept the conclusion that He does in fact 
exist. 


Greco Tires are the best. No others have been proved better. 


With me, abortion is not a problem of religion. It’s a problem of the Consti- 
tution. I believe that until and unless someone can establish that the unborn 
child is not a living human being, then that child is already protected by the 


Constitution, which guarantees life, liberty, and the pursuit of happiness to 
all of us. 
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Fallacies in Action 


® What fallacies do you think are being put forward by the two debaters in this 
illustration? How persuasive have you found those techniques to be in your own 
life, from your perspectives as both a speaker and a listener? 
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When the appeal to ignorance argument form is used, the person offering the 
conclusion is asking his or her opponent to disprove the conclusion. If the oppo- 
nent is unable to do so, then the conclusion is asserted to be true. This argu- 
ment form is not valid because it is the job of the person proposing the 
argument to prove the conclusion. Simply because an opponent cannot dis- 
prove the conclusion offers no evidence that the conclusion is in fact justified. 
In the first example, for instance, the fact that someone cannot prove that God 
does not exist provides no persuasive reason for believing that he does. 


Begging the Question 
This fallacy is also known as circular reasoning because the premises of the 
argument assume or include the claim that the conclusion is true. For example: 
“How do I know that I can trust you? 
“Just ask Adrian; she'll tell you.” 
“How do I know that I can trust Adrian?” 
“Don’t worry; Ill vouch for her.” 
Begging the question is often found in self-contained systems of belief, such 
as politics or religion. For example: 
“My religion worships the one true God.” 
“How can you be so sure?” 
“Because our Holy Book says so.” 
“Why should I believe this Holy Book?” 
“Because it was written by the one true God.” 
In other words, the problem with this sort of reasoning is that instead of pro- 
viding relevant evidence in support of a conclusion, it simply “goes in a circle” 


by assuming the truth of what it is supposedly proving. Critically evaluate the 
following examples: 


® Smoking marijuana has got to be illegal. Otherwise, it wouldn’t be 
against the law. 


® Of course, I’m telling you the truth. Otherwise, I’d be lying. 


Straw Man 


This fallacy is best understood by visualizing its name: You attack someone’s 
point of view by creating an exaggerated straw man version of the position, and 
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then you knock down the straw man you just created. For example, consider 
the following exchange: 


“I’m opposed to the missile defense shield because I think it’s a waste of 
money.” 

“So you want to undermine the security of our nation and leave the country 
defenseless. Are you serious?” 


The best way to combat this fallacy is to point out that the straw man does not 
reflect an accurate representation of your position. For instance: 


“On the contrary, I’m very concerned about national security. The money 

that would be spent on a nearly useless defense shield can be used to com- 

bat terrorist threats, a much more credible threat than a missile attack. Take 
‘your straw man somewhere else!” 


How would you respond to the following arguments? 


© You're saying that the budget for our university has to be reduced by 15 
percent to meet state guidelines. That means reducing the size of the fac- 
ulty and student population by 15 percent, and that’s crazy. 


® “] think we should work at keeping the apartment clean; it’s a mess.” 
“So youre suggesting that we discontinue our lives and become full-time 
maids so that we can live in a pristine, spotless, antiseptic apartment. 
That’s no way to live!” 


Red Herring 


Also known as “smoke screen” and “wild goose chase,” the red herring fallacy 
is committed by introducing an irrelevant topic in order to divert attention 
from the original issue being discussed. So, for example: 


I’m definitely in favor of the death penalty. After all, overpopulation is a big 
problem in our world today. 


Although this is certainly a novel approach to addressing the problem of over- 
population, it’s not really relevant to the issue of capital punishment. Critically 
evaluate the following examples: 


@ [| think all references to sex should be eliminated from films and music. 
Premarital sex and out-of-wedlock childbirths are creating moral decay 
in our society. 
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® | really don’t believe that grade inflation is a significant problem in 
higher education. Everybody wants to be liked, and teachers are just try- 
ing to get students to like them. 


Appeal to Personal Attack 


Consider the reasoning in the following arguments. Do you think that the 
arguments are valid? Why or why not? 


Your opinion on this issue is false. It’s impossible to believe anything you 
say. 


How can you have an intelligent opinion about abortion? You're not a 
woman, so this is a decision that you'll never have to make. 


Appeal to personal attack has been one of the most frequently used fallacies 
through the ages. Its effectiveness results from ignoring the issues of the argu- 
ment and focusing instead on the personal qualities of the person making the 
argument. By trying to discredit the other person, this argument form tries to 
discredit the argument — no matter what reasons are offered. This fallacy is 
also referred to as the “ad hominem” argument, which means “to the man” 
rather than to the issue, and “poisoning the well,” because we are trying to 
ensure that any water drawn from our opponent’s well will be treated as 
undrinkable. 

The effort to discredit can take two forms, as illustrated in the preceding 
examples. The fallacy can be abusive in the sense that we are directly attacking 
the credibility of our opponent (as in the first example). The fallacy can be cir- 
cumstantial in the sense that we are claiming that the person’s circumstances, 
not character, render his or her opinion so biased or uninformed that it cannot 
be treated seriously (as in the second example). Other examples of the circum- 
stantial form of the fallacy would include disregarding the views on nuclear 
plant safety given by an owner of one of the plants or ignoring the views of a 
company comparing a product it manufactures with competing products. 


Two Wrongs Make a Right 


This fallacy attempts to justify a morally questionable action by arguing that it 
is a response to another wrong action, either real or imagined, in fact, that two 
wrongs make a right. For example, someone undercharged at a store might jus- 
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tify keeping the extra money by reasoning that “I’ve probably been over- 
charged many times in the past, and this simply equals things out.” Or he or 
she might even speculate, “I am likely to be overcharged in the future, so I’m 
keeping this in anticipation of being cheated.” This is a fallacious way of think- 
ing because each action is independent and must be evaluated on its own mer- 
its. If you’re overcharged and knowingly keep the money, that’s stealing. If the 
store knowingly overcharges you, that’s stealing as well. If the store inadver- 
tently overcharges you, that’s a mistake. Or as expressed in a common saying. 
“Two wrongs don't make a right.” Critically evaluate the following examples: 


® Terrorists are justified in killing innocent people because they and their 
people have been the victims of political repression and discriminatory 
policies. 


® Capital punishment is wrong because killing murderers is just as bad as 
the killings they committed. 


THINKING ACTIVITY 


Identifying Fallacies 


Locate (or develop) an example of each of the following kinds of false 
appeals. For each example, explain why you think that the appeal is not war- 
ranted. 


. Appeal to authority 
. Appeal to pity 
. Appeal to fear 
. Appeal to ignorance 
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. Appeal to personal attack 


4. Feedback Loop 


1. Sensory Input 3. Rehearsal Path 


5. Long-Term Memory 
(LTM) 


6. Long-Term Memory 
Retrieval Path 


Twelve Princigles of Memory 


1. Selectivity 5. Concentration 9. Feedback 

2. Association 6. Recitation 10. Organization 

3. Visualization 7. Interest 11. Time on Task 
4. Effort 8. Big and Little Pictures 12. Ongoing Review 


asasm. The ICON on the left is used throughout this textbook to indicate information or 


activities that are available on the web site for this textbook. If you have access to the 
Internet, you will find these activities enriching and beneficial. These activities are 
not required for this textbook and lack of access to the Internet will not affect your 


ability to be a successful Essential Study Skills student. 


Visit the College Survival web site at 
http://college.hmco.com/collegesurvival/students 

In the Student Success/Study Skills box, scroll down to 
Wong, Essential Study Skills, 4e. Click GO. 


Quick Reference List —__ 


CHAPTER 1 

Cognitive Learning Styles 
1. Visual 

2. Auditory 

3. Kinesthetic 


Other Learning Styles 

1. Global learners 

2. Linear learners 

3. Structural learners 
4. Interactive learners 
5. Independent learners 


Howard Gardner's 
Multiple Intelligences 
Verbal/Linguistic 
Musical 
Logical-mathematical 
Visual-spatial 
Bodily-kinesthetic 
Interpersonal 
Intrapersonal 
Naturalistic 
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CHAPTER 2 
Information Processing Model 
(See the inside front cover.) 


Twelve Principles of Memory 
(SAVE CRIB FOTO) 
(See the inside front cover.) 


CHAPTER 3 
Four Types of Schedules 
1. Term schedule 
2. Weekly schedule 
3. Daily schedule 
4. Task schedule 


Create a Weekly Schedule 
1. Fixed activities 


2. Fixed study blocks (2:1 ratio) 
3. Flex blocks 
4. Goals/responsibilities 
5. Leisure/social/family 
CHAPTER 4 
Kinds of Goals 


1. Long-term goals 
2. Intermediary goals 
3. Short-term goals 
4. Immediate goals 


Goal-Setting Steps 
1. Specific goals 
2. Target date 
3. Steps 

4. Rewards 


CHAPTER 5 
(Concentration) 
Physical Stage 
Mental Stage 


CHAPTER 6 


Five Theories of Forgetting 
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Decay 
Displacement 
Interference 


Incomplete Encoding 


Retrieval Failure 


Kinds of Mnemonics 


See at oe 
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Acronyms and acrostics 


Associations 


Rhythms, rhymes, and 


jingles 

Pictures or graphics 
Stacking 

Loci 

Peg systems 


Bloom’s Taxonomy 
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Knowledge 
Comprehension 
Application 
Analysis 
Synthesis 
Evaluation 


CHAPTER 7 
Steps of SOQ4R 
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Survey 
Question 
Read 
Record 
Recite 
Review 


CHAPTER 8 


Organizational Patterns 


Chronological 
Comparison 
Contrast 
Definition 
Examples 
Cause/effect 


CHAPTER 9 
5 R’s of Cornell 


Se Rane ghl se Ee 


Record 
Reduce 
Recite 

Reflect 
Review 
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CHAPTER 10 

Steps in the Listening Process 
1. Reception 
2. Attention 
3. Perception 
4. Assignment of meaning 
5. Response 

CHAPTER 11 


Notetaking Options 

Index cards (Chs. 4 and 7) 
Annotations (Ch. 8) 

Cornell notes (Chs. 9 and 10) 
Visual mappings 
Hierarchies 

Comparison charts 

Formal outlines 
Three-column notes 
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CHAPTER 12 
Four Levels of Response 
1. Immediate 
2. Delayed 
3. Assisted 
4. Educated guessing 


Kinds of Objective Questions 
1. True-False 
2. Multiple Choice 
3. Matching 


Objective Test Clues 

1. Negatives 

2. Modifiers 

3. Definition clues 
4. Relationship clues 


CHAPTER 13 
Kinds of Recall Questions 
1. Fill-in-the-blanks 
2. Listing 
3. Definition 
4. Short answer 


Six Types of Math Errors . 
1. Misread directions 

Careless errors 

Concept errors 

Application errors 

Test-taking errors 

Study errors 
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